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PURPOSE

New York State Department of Labor (NYSDOL) is partnering with the Office of Temporary and
Disability Services (OTDA) to enhance and expand the Summer Youth Employment Program
(SYEP). This effort is one part of Governor Cuomo’s first-in-the-nation gun violence disaster
emergency and comprehensive strategy to build a safer New York. This initiative treats gun
violence as a public health crisis and includes short term solutions as well as long term
strategies that focus on community-based intervention and prevention strategies to break the
cycle of violence. The WIOA-funded SYEP provides OTDA with additional WIOA funding in 22
areas of the state identified as having higher rates of gun violence. Eligible participants for the
WIOA-funded SYEP shall be youth ages 14 to 24 who reside in one of the identified areas. The
WIOA-funded SYEP will provide youth from low-income households with employment
opportunities.

The One-Stop Operating System (OSOS) is the primary case management system used for
tracking all services provided to customers throughout the Workforce Development System.
OSOS collects substantial information from customers, businesses, and training providers. This
information is also used to prepare required State and Federal reports.

This guide provides instructions on how to conduct the OSOS data entry for the Expanded
Summer Youth Employment Program.

DSOS Guide - WIOA Summer Youth Employment Program (WIOA-SYEP)

-1- 8/2/2021



>0

One-Stop Operating System

SEARCHING FOR THE CUSTOMER

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

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

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

Customer . PROVIDER "EMPLOYER
R Customer Search 4 Customer sEarch Comp Assess
hl 3 Quick Search ifc | Education | Job Criteria | Texi Search | Geographic | Activities Active Tabs
T —rTD -
SsN1| ] D1
Enter or paste one or ' Enter or paste one or ]
more S53Ms. | more Customsr IDs. Pariial SN |
Last Name
First Name
Middle nitial| |
Birth Date 1
Usemame ;
| Email Exists| /|
Wore | ' Mese . EIDe
(| ososi | vet| staws | Sesker Name | cmsa|cmss | wion | wesio | Tan | x
wl I - :
< >
Optons | Search [w[geae| | 1 | P = e = e s e T
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QUICK SEARCH

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

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

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

Click the Search button.

STAFF

PROVIDER EMFLOYER

Services

Customer Detail

Comp ASSass

ﬁﬂm Education | Job Criteria | Text Search

Geographic m List Search mn ﬁ

~ Customer 85N ~ Customerild
= — o
Enter or pasLe oneE or Enter or paste OOoe or
more 55Ha. more Customer IDa. Pallﬂﬂﬁﬂl:l
Name Last Name | st |
data fields Eirst ame| i=-e |
Middle Initial| |
amose |
USIITIImIl |
Emall Exists L
ora | Mora | b l
(| ososi | Seeker Name | vet | pom | City | status |
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If there is only one result returned, OSOS will display the customer's record. It will default to
the General Information tab of the Customer Detail window.

PROVIDER EMPLOYER STAFF

Customer Search LD L ! Customer Detail Services

ss_| bs| 2ove | aiobSesker| e V)

’7 wUsemamel iestsmtn 121 | aPassword! cassword | Maras | —Eali el el

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

PROVIDER EMPLOYER STAFF

Customer Detail Comp Assess Services

: N . 3 General Info Education | Job Criteria | Text Search
~ CustomerSSN - Customerid
N — ) —
Enter or paste cne oFf
more 5SHa. Wml:l
LastName|srh |
FirstName|zne |
Middle Initial| |
T —
Usemame| |
Emai Eusts|__ /|
i Title Bar
.|| ososio Seaker Name vet | DoB Office
[ N‘!’ﬂﬂﬁﬁhi}ﬂ-‘ Smith, Jane LND | 11151971 | PATCHOGUE | Active
[1| NY011668521 | Smith, Jane M [No | 060171980 | TROY Active
< >
Options - ! = E = e - = - | Hew
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If the search yields more than one result, staff can view all the records by first clicking on the

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

v 0OS0SID DOB Status Office
Select All :
JY015298310 | 01/011¢ Active Schenectady County Career Center
N [, Andrew NY015298300 | 01/0119 Active Schenectady County Career Center A
Schenectady, April NY015208322 | 01/0119 Active Schenectady County Career Center

Schenectady, Chris NY015288317 | 01/0114 Active Schenectady County Career Center

a3
ot

Schenectady, Dan NY015298312 | 01/0119 Active Schenectady County Career Center
3

Schenectady, Derek NY015298308 | 01/0114 Active Schenectady County Career Center

s s s

Schenectady, Hallie W 015298320 | 01/011¢ Active Schenectady County Career Center b
Opti Search | * | Clear | Detd . L |~ Activity | P/PA | Comme: Comespond | IVR | N
pions | Semoh | = | lom | Detail |- | | sevy| o1Pa | Commants | Canmespand | VR | e
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0SO0S will display the customer record of the first customer selected. Use the arrows at the top
right corner of the screen to toggle through the customer records. Staff can review the records
to identify the customer they were searching for, as well as to identify potential duplicate
records.

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

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

PROVIDER
" Customer Search % Customer Search

EMPLOYER STAFF

Comp Assess Senvices Links JobZone

G 3 quick searcn ” Quick Search il
- Cuslomer 55
I SSN pssni| | ST
V:ET.:-C: or paate one or gET.t'E‘I or paAste one or
BOTE SSHAa. Imore Customer IDS. Mﬂml:l
Last Name - 1
T —
Middle Initial| |
amoss |
Usemame| |
Emall Exsts| |
, o Mo o I
!|:|| ososiD | Seeker Name | vet| pos | ity | status |
:[—IZ | [ | |
< >
| Ossors | sean (€ Search T T e et [ iz [ | | feu]”

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

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

EMPLOYER

PROVIDER

Services

Customer Detail Comp Assess

Lo General Info | Education | Job Criteria | Text Search | Geographic | Activities | Programs | List Search | Reports | = |>>

~ Customer SN ~ Customer ID
Enter or paste one or Enter or paste one or
more S55Ns. more Customer IDs. PﬂﬁHSSHI:I
LaslName| |
First Name| |
Y
Usemame| |
Email Exists| V|
e e Emall |
| Seeker Name | ososip | staus | DOB | Office |
[l | | | | |

Egn o =t : HestSte

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

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

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

Gen. Info tab (General Information)
Eligibility tab

Add'l Info tab (Additional Information)
Objective tab

Work Hist. tab (Work History)

Ed/Lic tab (Education/Licenses)

Skills tab

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

PROVIDER EMPLOYER

Customer Search [ Comp Aszess

& & Gen-into Add'tinfo Fym = PA | Obje ctive | Work Hist.| ELic | Skins | Saved Searches | Activities | Comm ents | T4 = >7|

~ Customer Data
Ethritc Hesimge & Race
@ | 55N | esktus|icive V| Gdob Seeker|Actve W . |
iUsemamel parkeres | @#Password | park 7590 | Mesge I — Education & Employment
@last Namel Parker | @#FistName | Jehn ||||I l:l @Education Level
«D ate ofBirth | 05/ 01/ 2004 OGender @Portfglio L, | JobZone Adut V| [ 10Grmde v|
@Address| 123 Main Sreat | @School Status
[ |’\ | In-scheol, Secondary Schoolor Lass V|
SCity] Anytown | esite| New Yark v|ezp 12345 | _EE G T
€ ounty| Onondsga v | Gountry| Untad Ststes v metro| V| | Not Employed v
Phone | 5185555555 | Ext. | | aut |Ext | | Fax| | Underem ployed| V|
Em a]| test@tastmal com | Vv Long Term Unem ployed b
UR L| | - @Contact Preferences
oU 5. Cifi Use Postal [ | Fax
= SR [TPrPhone [ ] Email
_ Enolmens | 42/cZ Manager [] Addto Caseload | ] mtPhone  Resume Contact Info
~ Customer Assignmemnt
Staff Assigned KLINE, REBECCA | Change| = | Registered 07/30/ 2021
WIB Assigned Onondaga County | Origin | Staff
Agency Department of Labor | C,ml Profiled
Ofice SYRACUSE 0410 | _Offce Profled D ate
Ul Claim ant| None (Mot Oaiming UI) v | ek Bk Hesord | InternetResume | | Confidential [ |

Save | Start Match | Senvices | Comp Ames:| Actvity | 1A Referas| Carespond| IVR | Ret to Srch | Comments | - | Resume | Sched | Message |
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To save the basic customer record, all required fields must be completed. Staff must review all
of the information in the customer record each time they work with the customer. This ensures
that the record reflects the most up to date and accurate information.

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

appropriate tab. Click Save when all the required information has been entered.

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

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

General Info Tab

SSN: The SSN field is located "behind" a button in order to keep it as confidential as
possible. When the customer provides their SSN it must be entered. Having an SSN
in OSOS is very important because customer SSNs are used to match against wages
and determine if the customer is employed. Entering a customer's SSN also helps
prevent duplicate records. Under this initiative, it is required to collect SSN from the
participant and data enter it in OSOS.

EMPLOYER

PROVIDER HELP

JobZone

Cusztomer Search Comp Aszess

Parker, John 27 S5M -- Webpage Dialog X
(£ (cen- o CFTH (ssm [Activibe= | Comments | el > >
Customer Data 5 5
o s | eStabs SSN [ 123456789 *_ Eihvioletace &Race |
@Usermname | parkeres m 123456784 Education & Employment
@lastMName | Famer NotDisdosed [ ] Educafion Lewel
@D ate of Birth | 05/01/ 200 gI Cancel | 10 Grade e
@Address | 123 Main S School Status
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Ethnic Heritage & Race: Select the Ethnic Heritage & Race button. If the customer
provides Ethnic Heritage and/or Race information, select the most appropriate
choice. If noinformation is provided, select Not Disclosed. This information is also
located "behind" the button in order to keep it as confidential as possible. NYSDOL
is required to collect this information under the Workforce Innovation and
Opportunity Act (WIOA) as a part of our federal reporting.

Par

a-' Ethnic Heritage and Race

PROVIDER

a Ethnic Heritage and Race -- Webpage Dialog

EMPLOYER

— @Ethnic Heritage
(_Hispanic or Latino
(NotHispanicor Latino
(@ Not Disclosed

— #Race
["] Mlaskan or American Indian

[] Asian

["]Black or Afican Am erican
["]H awaiian or Pacific Islander
[ ] White

Not Disclosed

Ok| Cancel |

HELF

nks JobZone NextGen
25 10f1

Y raee=YcommeneY e 1o

@  Bthnc Hetage &Race |

- Education & Employment
Educafon Lewel

10 Grade v
School Status

In-school, Secondary School crLess V|
Employm ent Status

Not Employed v

Underem ploved

Long Tem Unem ployed

N

~ @Contact Preferences

Use Postal |:| Fax

[l pr.phone [ ] Email

w | At.Phone  ResumeContact Info |
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Portfolio Level - A new record will default to JobZone Adult. You may keep this
designation and therefore create the JobZone account along with the new 0OSOS
record. Or, if the youth is younger than 18, you can choose the highest level of
education completed (ex: Tenth Grade) in order to create a CareerZone account
along with the new OSOS record.

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

PROVIDER EMPLOYER HELP
Customer Seanch STOITIE J obZone
Parker, John SSN: ==3232 0805 ID: NYD16747525 1011
£ [/Gen- o iy SrRE | S ohe s | Activities | Com ments | Te| > ||
Customer Data Saventh Grade 5 5
@ Ethmiz Hentage & Race
o s | ssaus 4o Secker seive | | SinnGecn '
nti 3
0U3&mame| parkeres | @Password | pak 7830 Tenth Grade Education & Employment
Be h Grade
@lastName |Paker | @Firstham e | John et G SEducafion Level
@D ate of Birth [ 05/01/2004 | aGender @Portolio L\, [ 10 Grade hd
I Young Adult
& Arddraoo | 177 Mo e L= ||| aSchool Status

Note: If you are creating a new customer record, the Portfolio Level selected should
reflect the highest grade level that the youth has completed. If an OSOS record
already exists for the youth, do not change the Portfolio Level in 0OSOS.
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Additional Info Tab

Selective Service: All males over the age of 18 must be registered with Selective
Service and this information must be recorded. Select the check box and enter the
participant's Selective Service number. If the participant does not know their
Selective Service number, click on Register/Lookup. This opens the Selective Service
System website in a new browser tab. Use this site to conduct online verification of
selective service registration using the participant's last name, SSN and date of birth.

PROVIDER

EMPLOYER HELF

Customer Search

Comp Assess

JobZone
Parker, John SN #3232 DS50S5 ID: NYO16747525 10f1
(<] =] Gen. nfo] L ) Pame PA | Obective | Work Hist. ved Searches | Activities | e = |-]
— Military Service — Customer List Participation —
@Senice Veleran J Listhame |
] |
As=zan To LI:itI Hemove I
— Selective Service
Selective Senice?
# Registerlookup |
— Employment Preferences [ Shift Preference
Work Week | v Work AnyShift () Yes (8 No
Duraionl Vl LI Firstshif
Salary| | [] secend Shit
v [] Third Shift
Pay Unit| Houry v ] splitshin
Dae Available| | [] Rotating Shift
Save | StartMatch | Serces| Comp Asses:| Actviyy | 1A, Referals| Comespond | WR | Retto Seh | Comments| -~ | Resume | Sched | Messge |
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Programs / PA Tab

This tab does not contain any required information. However, since participants in
this program are TANF recipients, you can enter this information here. Select the
type of public assistance using the check box next to the title, and then fill in the Reg
Date. If the customer is unsure of when they began receiving public assistance, ask
them for their best approximation.

Objective Tab

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

PROVIDER EMPLOYER

Customer Search

Parker, John S8N: ===3232 0OSOS ID: NYD16T47525 10f1
(2 6 R () (T (R it (TN 6 s _ —
2 Select O*Net -- Webpage Dialog >
<Employment Objective -
FantFamily. Font Siz... B £ U 5 FontForm at == liemrctyseamh
Tograduate high schocland obtain employm entin the constuction feld. Current O*Net
0*NetCode 47206100 | O*NetTifle Constucton Labomrs
Hierarchy
L Construcion Trades Warkers Filtered) ~
O;n?;wl%l = | L3 campenters mterea)
etTitle
. I I - [ ¢ onstuction Carpenters
E)perlenoe:\'bar(s)lzlﬂnnmts:l:l | 1 :
i = ‘ ;
O*NetTitle Exp. I —C P & (Filtered
— ] Operaing Engineers and Other Gor ion E quipm ent Op
| L] Construction Laborers
I I — @ C onstruction Laborers
l L] Painters and Paperhangers [Filtered)
Adda Jab Tie | Delate Selects Skills 1 [y — [Ipainters, Construction and Maintenance
Desired Employers =l | O elpers, Construction Trades (Filtered)
C .
| | A I3 Helpers, Construction Trades (Filtered)
D I — DHebers, Construction Trades, Al Other
L] Other Construction and Related W orkers [Filtered)
| | | { S dB ig Insp £
Add an Employer
- = - | | l— [l constuction and Building Inspectors
Save Smhﬂam|3ggm|6urpgm| .ﬂc‘wny||.AREfmds|Curaptn:l l L ~
Miscellaneous Construction and Related Workers (Fitered ) v
'Stal'. KLUMNE, REBECCA |0ﬁce: SYRACUSE 0410 I I I D Construction and Related Workers, Al Other
Keywword (s)| sonstrustion Search |
Select | Cance | Clear
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Work History Tab

Select New Job Entry to add the summer youth employment as a new work history
entry for the youth. Fill in all the required fields with the information from the
youth's SYEP job.

PROVIDER

EMPLOYER

Customer Search Comp Agzess

Parker, John S8N: ==*=_3232 0508 ID: NY016747525 1 0f1
[<=] <] Gen-Info | Eigibitity | Ada'Tinfo | Pam' 1P | Obe ctive Juiiiti] Gt ic | Skits [ ssved Searches | Activiies | comments | T = -]
- eDetail
#Job Tile | Facity Mainenance | oNetTites | O*NetCode| |
9E mployer | General Hospital | Indude online ¥] #Start Date EndDate| |
#Address | 123 Chuch Srest | Supenisor |Phane| | Ext.| |
| | @Wage| §12.50 |[Howy | Hoursiweek
@City| Anyiown |  @Reason for Leaving| S employed v
@State | MNew Yaork v| zip @Job Duties Perfom preventatve and general mainenance wsks on the Job Dutes |
@G ountry| United Sates V|
@JobType | PartTime W RA Event | Evemt |
HACS | [ | NAICS Logkup |
Job Com pany City Start End

FadlityMaintenance General Hospital Anytown 03/01/2021 |

New Job Entry | Delete Selection| |

Save | Stat Match | Services | Comp Ases:| Actvity | 1A Referas | Conespond| VR | Ret toSrch | Comments | 7~ | Resume | Sched | Massage |
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Click the Job Duties button to open up a new webpage dialog box. Enter the job duties in the
freeform text box and click Save.

HELP

JobZone

EMPLOYER

Comp Assess

PROVIDER STAFF

Customer Search Services Links NextGen

Parker, John S8N: =**=-3232 OS50S ID: NYD16747525 10f1

: -—:- Gen. Info | Bigibility | Add®l Info | Pams/PA | Objective Ed/Lic | Skills | Sawed Searches | Activties | Comments | Tg = | ==

@Detil

BJob'ﬁle| Faciity Mainiznance | OFNet Tites I 0*Net Code
ﬂEmpIop:lGenemlHuq:hzl Indude cnline @Start D ate | 08/01/ 2021 “End Date
s | Prone| e[ |
_éj Job Duties -- Webpage Dialog X $12.50 | | Hourly V| et
s e d
Perform preventative and | mai we ﬂsl-tsunH Job Dutes
Font Family. FontSize... B I U 5 FontFormal S =EEEE _I
Perform preventative and general maintenance tasks on the inside and outside of RR Event | e I
hospital buildings —
Assistthe gardening staffin handling groundskeeping achivifies. 4 NAICS Lockup
Change lightbulbs
Assistwith renovation and rem odeling actihities induding repairing plasiers and
drypwall and painting structures
Mow and m aintain lawns.
Clean floors using broom s, m ops, and scrubbing cloths
Emptywastepaper baskets and ensure that allgarbage is propedy disposed of

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

CASE NOTES

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

PROVIDER EMPLOYER HELP
Customer Search @R LCLEalcimD Comp Assess Services CareerZone NextGen
Oycea, Anthony SSN: 0014 0S0S ID: NY015306412

«z| < | Gen. Info Ehgibility | Add'l Info | Pgmz/PA | Objective | Work Hi=t. | Ed/Lic | Skill COmments
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Case notes should include details of the appointment that are not recorded anywhere else in
0SO0S. They should be clear, factual, relevant to employment, and show a logical progression.
Case notes allow staff to gain a more complete understanding of the customer's situation.

COMPREHENSIVE ASSESSMENT

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

Many of the fields in Comp Assess are used to determine eligibility in the WIOA Youth program.
However, for the purposes of the WIOA Summer Youth Employment Program, providers should
only enter information that is known. If the information is unknown, please select Not
Disclosed.

The Comp Assess window is located in the Customer module.

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

“PROVIDER "EMPLOYER

Customer Detai M LT
Parker, John SSN; =**=_3232

(<] | iucation | Financial | Fam iy | Health | Treatments | Legal | Housing

Customer Search 25883

Comp Assess

Transportation m Attachm ﬁé

Crigination D ate | g7;30/ 2021 LastUpdate | 07/ 30/ 2021 Job Behaviorand Skills
StaffAssigned | KLINE, REBECCA EmploymentBehavior
Employment Objective

Job Tile | Gonstructon Laborers
Wage Desired Per Houry

Geographical Location . .
Within 50 mies of 12345 Job Seeking Skills

Is the custom erinterested in O Yes O N
non-raditional em ployment? s ° Job Keeping Skils
CurrentEm ployment SBUS | Nt Employed

PoorWaork History? [

@Youth Needing Additional
Assistance ?
Serious Barriers o Sum maryof Occupational Strengths & Weaknesses
Em ploym ent?
@Cultural Barriers to
Em ploym ent?

View EmploymentHismry | ACINET |
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Below are some noteworthy points for filling out the tabs located within the Comprehensive
Assessment window.

Employment Tab

e Youth Needing Additional Assistance: Local area determines what youth will fall
into this category. For the purposes of this program, select No.

e Cultural Barriers to Employment: This information is collected as a requirement
under WIOA and is not related to this grant. Select Not Disclosed.

Education Tab

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

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

e Their native language is a language other than English; or

e They live in a family or community where a language other than English is the
main language.

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

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

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

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

Female customers will have the additional required field Is customer pregnant? If
Yes is selected, staff must enter a Delivery Date.
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Health Tab and Treatments Tab are both greyed out and not accessible. They require no
action.

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

Housing Tab

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

Transportation Tab - License Information is populated from the Ed/Lic tab under the Customer
Detail window. Check any boxes that apply and record relevant comments related to work
restrictions or job search restrictions in the Customer Detail window, Comments tab.

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

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

ENTERING AN ACHIEVEMENT OBJECTIVE
In order to record the SYEP service, an Achievement Objective must first be saved in the

customer record.

Select the Customer module, Services window, Achievement Objectives tab. Select the New
Objective button at the bottom of the screen.

PROVIDER

Customer Search Customer Detail

Parker, John
Ea Achie vem ent Objectives

Employm ent Objeciive TograiMn, eSS T o T TE T |

Goal Jusification

— Ac hievement Objectives
@Achievement Objective |
Type ofGoal I Goal Attainm entl

@Planned StartD ate I @Planned End Date I
ﬁctualstar’[[)atel Actual End Datel

#Evaluation D ate I

Closure Reason |

Outcom e / Status

J Achievem ent Objective Type Htainm ent

I NewObjective NEWOI]E(:U\EI [Delete (hiedtive I Frin I
Detai | Comp fsse= | Comments |  Chedk Labor Market Information
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Enter the new Achievement Objective according to the following guidelines:
Achievement Objective - Summer Youth Employment Program
Type of Goal - Occupational Skills
Goal Attainment - Set, but attainment pending
Planned Start Date, Actual Start Date - Start date of the expanded SYEP

Planned End Date - Anticipated end date of the expanded SYEP
Evaluation Date - Date halfway between the start and end dates

Click Save.

HELP

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Aszess . Services | Lo
Parker, John SSN: 0505 ID: NY016747525

[ < B Tl e rvices [ e rvice History | Envolim ents | Outcome s | Empt Outcome s | Tmg_Outcomes Commer| = --]

EmpID'_lﬂ'lmtOhjEtﬂ\E|Tugad.mh';hmfmdaduhahmmnmnhﬂecmwﬁu15dd. |

JobZone

Goal Jusification

— Achievement Objectives
@ Achigvem ent Objective | Summer Youth Employment Program |
Type ofGoal | Occupationsl Skiks V| Goal Attainm ent| Set, but atiminment pending V|

wPlanned Start D ate | 02/ 01/ 2021 wPlanned End Date| 10001/2021
Actual StartDate | 03/ 01/ 2021 AclialEnd Date| |
“Evaluation D ate | 09/ 0172021

Clesure Reason | b

Outcom e / Status

Achievem ent Objective Type Atainm ent

Summ er Youth Employm ent Program Occupational Skills Set, but atinment pending

Save | Customer Detal | Comp Assess | Commens | Check Labor Market Information
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ENTERING THE SERVICE
After the Achievement Objective is saved in the customer record, the Summer Youth
Employment Program service must be entered. Select the Services tab.

PROVIDER HELP

Customer Search Customer Detail Comp Assess  BLTT, 0T i CareerZone

NextGen

Parker, John

HELP

NextGen

Customer Search Customer Detail Comp Assess ~— FRTT 0 TEET i CareerZone
Parker, John SSN: =+ *_3888 0OS0S ID: NY015147173

we] o Achievement Objectives

— Detail ~ Funding

Service Name |A N2z [ guies | [giigeiza [Dadin | deigE
Senvice Desc. | || | | |
Serice D |
Senvice Type| |
Provider Name| |
Location Name: |
Provider D | oOfferingld |
Plan StartDate] ~ Plan EndDate|
Actual StartDate|  ActualEndDate| Total Funding| o = RS

Conmleled&looessﬁlrl Peliim#l
Next Contact Date | RR Event# | Addl Assist [
Program Service Type | Incumbent Worker Training |
PatTlmeLeﬂnl DistmoeLeﬂnl v
| Provider Name | Senvice Name |mua|9ta|t Dat{mmlmnaq Program Svc Type
O] | | | |

r

New Service Mew Service I [Delete Senice I Rt oS ton Iy s pale s Sl rEChng I
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This navigates to the Provider module, Offering Search window, Quick Search tab.

Select the General Info tab.

EMPLOYER STA HELP

Provider Search Provider Detail O ffering Detail Links NextGen

General Info

Enter or paste
one Or more
Offering IDs.
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Select the blank option at the top of the WIB dropdown menu.

Click the Service Type button.

CUSTOMER EMPLOYER

Provider Detail Offering Detail

Links

HELP

NextGen
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Expand the L2 WIOA SYEP folder.
Then expand the WIOA SYEP folder.
Select the Summer Youth Employment service.
Click OK.

Then click Search.

STAFF HELP
@ Service Type -- Webpage Dialog

Offering Detail Links NextGen

]
(]
(]
(]
[_]
]
(]
(]
]
(]
(]
=

n
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This will bring up the Offering Detail screen.

Click the Return to Search button at the bottom of the screen.

Provider Detail
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Select the service and click Schedule.

EMPLOYER

Quick Search

[ ]
Statewide WIOA SYEP Statewide WIOA SYEP

Schedule
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This brings you to the Customer module, Services window, Services tab.
Select the Service using the check box in the far-left column.

In the Planned Start Date and Actual Start Date field, enter the date that the SYEP employment
began.

In the Planned End Date field, enter the anticipated end date of the employment.

If the employment has ended already, enter that date in the Actual End Date field. If it has not,
leave that blank for now.

Select Youth Services in the Program Service Type dropdown menu.

Select the Summer Youth Employment Program Achievement Objective.

Click the Save button.

EMPLOYER
. Services | L

PROVIDER
Customer Detai

Customer Search

Comp Aszess

Parker, John S8N: ==*=_3232 0S0S ID: NYD16747525
[<=] =] Achie vem ent Gbjectives Jitkbatd] Service History | Enrolim ents | Outcomes | EmpL Outcomes | Tmg. Outcomes | Commen = | =2
Detail Funding
Provider|D | 89534 Offering ID | 143185 Level | Source Obligated | Actual | Oblig # |
Plan. Start D ate | 08/ 01/ 2021 Plan. End Datel 100017 2021 “:l |
Actual Start D ate | 08/ 01/ 2021 Actual End Date
Com pleted Success fully W
te 100012071
Program Senice Type | Youth Services e
% Distance Learn. H
Program | Vl
Minim um Hnursl:l MumberofWeeks MI:I MJJ
omet| Pefifion#|
NACS NAICS | RR Event#| v|
Min. Prog. Agreed | Incum bent Worker Training |
I Achv. Objecive |5u mmer Youth Employment Progam Vh(
P rovider Mame Senice Name Actual Start Datd Actual End D at Program S Type
Statewide WIOASYEP Statewide WVIOASYEP 05/01/2021 Youth Sendces
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Next, you will attach the funding. Enter 1 into the Total Funding field. Then click the Add
button.

The Funding Webpage Dialogue box will open. Select Youth Statewide 15% funding for 2021.
Enter 1 in the Obligated Amount field. This will automatically populate the Obligated

Percentage field as 100. Click OK.

" PROVIDER "EMPLOYER

a Funding -- Webpage Dialog
S0S ID: NYD16747525
Funding
comes | EmpL Outcomes | Tmg_Outcomes | Commer| = | =]
| Level | Funding Source |Year| Remaining NEG/ContraciGrant# | —
T — — e 1 | Source Ohigabdl Actual | Oblig # |
5 100000.00 |
e kg
[]|we Dislocated Worker Statewide 15% 2021 S 10000000
] |we Adult Statewide 15% 2019 510000000
] |wB Adult Statewide 15% 2021 510000000
O |we E mploym ent Recovery - NDWG 2020 5100000 .00 DW354758
unding[$100 | Add Add |
fition #
Event #| M
ent Worker Training
Actual Start Date Actual End D at Program Syc Type
07./30/2021 Youth Senices
Obligated Amount[S1] %] WIB | Onandaga Courty >
OR Ofice | SYRACUSE 0410 u T | | Tradking |
Obligated Percentage [ 100 Region | Central w Yok =
Check Labor Market Information |
ok| | || security: Delete | 075302021 D
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The appropriate funding has now populated the Funding section.
Click Save at the bottom of the screen.

PROVIDER

EMPLOYER

Customer Search Customer Detai

Parker, John

Comp Assess

SSN: ===_3232

Achiewrnent Ob jectives [ Lo Sorvice History m Empl. Outcomes | Trng. Cutcomes ﬁﬁ&

. Services L
0OSO0S ID: NYD16747525

— Detail

Senice Name Staewide WIOA SYEP

Ser\ice[)esc.|

Senice ID | 142642

Senice Type | Summer Youth Emplayment

Frovider N ame | Statewide WIOA SYEP

Locafion Name Statwids WIOL SYEP

ProviderlID | 39594
Plan. Start D ate 08/ 01/ 2021]

Actial Stad D ate | 05/ 01/ 2021

Com pleted Sl.[:cessilly

Mext Contact Date | 10/01/2021

Offering 1D 143185

Plan. End Date | 10/01/ 2021

Acual End Date| |

Program Sendce Type |Yauth Sarvices

v

Part Time Learn.

W
Distance Leam.l

Lewel Source

Obligated

Actual

Oblig #

Total Funding
Petition # I

RR E\ent#|

Incum bent Worker Training I

Provider Name

Statewide WIOA SYEP

Sendce Name

Staiewide WIOA SYEP

Actual Start Dat

0s01/2

Actual End D at

Program

Youth Senices

Payments ITIadtngI

Save | Customer Detal | Comp Assess | Comments | Chedk Labor Market Information |

S Type
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CLOSING A SERVICE
It is important that services are closed when appropriate. Funded services, other than Follow-
Up Services, that remain open will prevent a customer from exiting their enroliment.

The SYEP service must be closed when the youth customer has completed or exited the
program.

To close the service, navigate to the Customer module, Services window, Services tab. Select
the Statewide WIOA SYEP service.

"EMPLOYER
. Services | L|

"PROVIDER

Customer Detail

Customer Search Comp Assess

Parker, John SSN; == >=_3232 DSOS IDx NYDMG6747525
[<=] =] Achie vem ent Ob jectives [ Gt d] Serwce History | Enrolim ents | Outcomes | Empl Outcomes | Tmg. Outcomes | Commen| = | ==]
Detail Funding
Sendce N ame | Statewsde WIOA SYEP A Lewvel Source Obligated | Actual Oblig #

Senice Desc. WIB  |¥outh Statewide 1§ 1.00 $0.00 |_
Senice ID | 142642
Senice Type  Summer Youth Employment
ProviderName Stamwide WIOA SYER
Locafon Name Staewnde WIOASYEP

ProviderlD 88584 Ofiering ID | 143185
Plan. Start D ate |08/ 01/ 2021 Plan. End Date| 10/01/2021
al Start D ate |08/ 01 Acual End Date| | Total Funding Add | Edit | Debete

pleted Successfully Petition #
Mex Contact Date | 10/01/2021 RR E\ent#| Vl
pgram Senvice Type |Yauth Services Vl Incum bent Worker Training |

W
ime Learn. Distance Learn.
Sendce Name

Staievade VIOASYEP

ActualEnd D at Program Sw Type

P rovider Name

Statewide WIOA SYEP

Youth Serices

0510172

Options | PrintLit | MewSenice = Delete Service | Authoization | IPAService Summay |  Payments | Trading |

Save | Customer Detal | Comp Assess | Comments | Chedk Labor Market Information |
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Enter the end date of the employment in the Actual End Date field.

Indicate if the summer youth employment program was completed successfully or not in the
Completed Successfully field.

Click Save.

EMPLOYER
 Services | L

PROVIDER

Customer Search Customer Detai Comp Assess
Parker, John S8N: == *=_3232 05085 ID: NY016747525
=] <[ Achievem ent Ob jectives Jiaiis] Seruce History | Envolin ents | Outcomes | Empl Outcomes | Tmg.-Outcomes | Commen =] >>)
-~ Detail ~ Funding
Senice Name | Staewide WI0A SYEP | Level Source Obligated | Actual Oblig #
Senice Dest:.| |A WIB  |¥outh Statewide | 1.00 |M_

SenicelD 142642 |
Senice Type | Summer Youth Employment |
Providerl ame | Stamwide WIOA SYEP |
Locafion Mame | Statewide WIOA SYEP |
ProviderlD | 39594 Offering ID | 143185
an. Start D ate | 07/ 30/2001) an Epd Date
Achial Start Date| 07/30/2021]  Actual End Date 1011512021 Total Funding[$1.00 | _Edit | Delete]

C om pleted Sumessi.lly Petition # I

MNex Contact Date | 10/01/2021 RR Ewvent# | bl |
Program Senice Type |Ycuth Services Vl Incum bent Worker Training |
Part Time Leam.l Distance Leam.l v
Provider Name Senice Name Aetual Start Dat) Actual End D at Program S Type

Statewide WIOA SYEP Staewide WIOA SYEP 073042021 10152021 Youth Senices

qtliz | MewSenice | Delete Serviee | Authoszaton | IPASeniceSummay | Paymems | Traking |

Save | Customer Detal | Comp fsses | Comments |  Check Labor Market Information |
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Be sure to also make any appropriate updates to the record's Work History tab, adding an End
Date if the youth separates from their SYEP employer.

PROVIDER EMPLOYER

Customer Search
Parker, John S&N; == =_3232 0S0S ID: NY0O16747525 10f1
<] =T Gen. ino | ) [y Work kst res | Activties | Comments | Td > |>>]
~ @Detail
aJob Tilel Faciity Mainenance | FHet Tiles I O*Net Cude:
Emplover | General Hospital | Indude online @Start D ate “End Date
Address | 123 Chuch Sveat | Supenisor |Phone| = |
| | @Wage| §12.50 |[Howly | Hoursimeek
@City| Anyiown |  @Reason for Leaving| Lack of werk v |
@Siate | New York ~| zip @Job Duties, Perfom peventatve and gensral maintenance msksonthe Job Dutes|
@C ountry| United Sates V|
@JobType| PsrtTime W RR Event | Event |
NAICS | | | NAICS Lodkup |
Job Com pany City Start End

FadlityMaintenance Generl Hos pital Anytown 08/01/2021 | 10415/2021

MNew Job Entry | Delate Selction| Audit |

Save | Stat Match | Services | Comp Ases:| Actvity | 1A Referrsis| Corespond| VR | Ret1oSich | Conmems | Tag | Resume | Sched | Message |
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RESOURCES AND ASSISTANCE

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

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