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6 main topics today . . .

Registering customers – starts the ball rolling for case managing the custome

some major differences between walk in customers and a UI customer 

Data Element Validation – responsible to US Congress

Case Notes are the descriptors that add “flavor” to case management

Level 1 Services – low “level” of staff involvement – minimum data entry (for service)

Enrollment Basics – understanding the big picture of our programs

Match / Refer – linking customers to jobs
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How do we make sure these purposes are met?

Using the same statewide case management system.

NYOSOS is a TOOL to assist in managing our customers

Consistent definitions across the state

Consistent policies across the state – leaving room for regional and/or local 
“tweaking”

Relates to real-time use

customer focused 

value-added / logical

provides competitive advantage

Paints a “Picture” of specific customer’s pathway through the system



NYOSOS is set up like a huge filing system . . .

Top Level of filing = MODULES

= 5 / Customer / Provider / Employer / Staff / Help

2nd Level of filing   = WINDOWS – highlighted in Orange when selected

multiple WINDOWS PER MODULE

eg. Customer Module has 4 Windows

Customer Search

Customer Detail

Comp(prehensive) Asses(ment)

Services

3rd Level of Filing = TABS

multiple TABS per WINDOW

eg. Customer Module / Customer Detail Window has 10 Tabs

Gen. Info / Add’l Info / Objective / Work Hist. / Ed/Lic / Skills / Saved 
Searches / Activities / Comments / Tests

h b h il bl f f h iAt the bottom are WINDOW BUTTONS – they are available for any of the TABS in a 
respective WIINDOW -- three functions:

1.  Navigate to other Windows

2.  Initiate software functions – Save / Activity / Tag

3.  View Summary pages



Logging in will automatically bring you to your “Staff” Module >

“Staff Detail” WINDOW >

“Inbox” TAB

Module / Window / Tab / Window Buttons (Save / Refresh) / Tab Buttons (4 – only 1 
currently active)

Navigate to the “Preferences” sub-division if you need to:

1.  Change Your office

2.  Change Your Password



The Office box:

shows your primary office (you will default to this office when logging in)

shows your current office (defaulted to primary)

To change

Choose from drop down list box

Click on Change Office button

Password box

shows your username

type in current password

type in new Password

re-type new Password to confirm

Click on Change Password button



When walk-in / non-UI customers – complete registrations need to be completed

For UI customers – basic registration info already exists in NYOSOS 

Occurs nightly from the TCC batch process
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You will probably already have the NYOSOS ID of the customer from the REOS download.

Best bet whether non-UI walkin or UI customer – search on last name, first name

If common name, include other search criteria

10 Search Tabs



QUICK SEARCH – SSN / NYOSOS ID / LAST NAME / FIRST NAME / MI / BIRTHDATE / 
USERNAME (CUSTOMERS)

GEN. INFO

Office assigned search not viable == reflects office assigned on Gen Info Tab which 
may be different than your office.

Use WIB / MODIFIED DATES / STATUS

PROGRAMSPROGRAMS

– VETERAN (v status / v era / recently separated / v disability stat) /Program (UI 
status / LLS / Migrant / Profiled

-- Drop Down list search (PROGRAMS&PUBLIC ASSISTANCE BUTTON FROM ADD’L 
INFO TAB) up to 4 choices.



UI data collected at the Telephone Claims Center (TCC) or from Online Claims

Overnight “batch job” inputs these customers into NYOSOS

Not all NYOSOS required data is collected during a UI Claim

Therefore – specific data must be updated when staff start using an NYOSOS record 
created by UI Batch Job.





Let’s look at how a UI customer’s registration looks when input from TCC.





Employment Objective – not collected by UI

Must be updated to an actual employment objective!!!

Double check the Desired Job Title – will be set to last occupation from UI Claim

May not be the actual job the customer desires based upon Initial Assessment / 
Counseling / Comprehensive Assessment

Update if appropriate

Sometimes Occupation may come over as unknown – delete and enter an known 
occupation.

Check with customer that the Radius from zip is correct perhaps there are barriersCheck with customer that the Radius from zip is correct – perhaps there are barriers 
(transportation) that will necessitate updates.



TCC process creates a Work History

To activate and make updates – highlight the appropriate row on the bottom.

This will make the data entry fields on the top half active.

Usually, TCC records wil have Reason for Leaving set to “Lack of Work” – if customer is a 
Dislocated Worker – please select appropriate category of DLW

1  Exhaustee

2  None (not claiming UI)

3  Other (Temp. Layoff or Perm. Deferred)

4  Seek (Subject to Work Search)

If customer is dislocated due to foreign trade (DLW) – indicate so.

Job duties may be updated as well.



If you have driver’s license info – update

Same for Certificates / Licenses (Occupational Related)

And

For Schooling



There must be description of customer’s skills.

In addition – back on Objective Tab – Desired O*net Title – you may select pre-defined 
O*net skills



Some differences of the TCC process is only updating a customer’s registration that 
already existed in NYOSOS



In this case you may see duplicates of the Work History 

TCC Process does not check to see if the specific Work History record exists, it simply 
creates a new record.



Use comments to review what has happened with the customer to-date.

To enter comments – click on Comments Button

Pop-up window appears

Type in comment – more to come later in the presentation☺

Click on Comments Save Button.



“Not Disclosed” choice added to Gender and Race.

Gender is required for customer receiving L2 Services such as all Youth and those Adults 
and Dislocated Workers receiving an Intensive or Training service.

Gen. Info Tab 

Gender

Female / Male / Not Disclosed

Race

Not Disclosed

Only by itself

All others may be checked individually or in combinations



Because NYOSOS is a case management tool

data must be updated each time a customer is served

specific items may have changed 

youth – completion of another year of school?

unemployed – part-time position – work history updated?

Amount of data to be entered + forms to be data entered + human element = mistakes

How does a Manager/Supervisor check on this?

Monitor / Audit / Reviews / you call it



Complete and accurate information.  

Verified with customer and when there is a time gap between services – be sure info is 
updated.

Employment preferences, found on the Customer Detail/Addl Info tab, needed for job 
search but should not be too limiting.  

Never put staff notes or comments in the Notes tab under Skills.

Common Problems: 

Staff do not update

Staff create their own meaning for activities- do not use the activities definition guide

As of 06-18-2010 – see Technical Advisory 06-16.2 for revised L1 and L2 services.

please note these lists of services and definitions are currently underplease note these lists of services and definitions are currently under 
review.
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The Notes section appears in the Resume created from OSOS.

This should include Other Life Activities / Experiences that do not fit elsewhere in a 
resume.



USDOL ETA and Federal gov’t Office of Management and Budget (OMB) require a validity 
check on data reported to Washington, DC

Define DEV – data element validation – accounting process required by Federal govmnt’s 
OMB

Levels of Service 

Self Service / Informational Only no validation of any data elements– Self-Service / Informational Only – no validation of any data elements

-- Staff Assisted Core – DOB

-- Staff Assisted Intensive  -- additional fields

-- Training – OH, MY GOODNESS!!!

See Technical AdvisorySee Technical Advisory

==Department Webpage – Workforce Services / Technical Advisories

http://www.labor.ny.gov/workforcenypartners/tas.shtm
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Due to NYSDOL’s Functional Alignment processes and policies – most staff will rarely see 
a WIA or TAA EV webpage dialog box.

For most part – staff will need to understand which fields must be validated by the 
various service levels

- ss/io – nothing

Core / Staff Assisted Core some basic demographics- Core / Staff Assisted Core – some basic demographics

- Intensive Services – additional requirements

- Training services – even more additional requirements

- Receiving Training == many more fields now required.

We have prepared a cheat sheet for front line staff to use while at their desksWe have prepared a cheat sheet for front line staff to use while at their desks.







Think of Comments as the finishing touches on the painting

Creating shadows and areas of light – or movement



Accountabilityy
system to customer

staff to supervisor

program to “funders” 

- congress

- state legislators
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Define “at-time-of-participation”

WIA_EDU_LEVEL_CD      EDU_LEVEL_CD          
IN_SCHOOL_FLAG         EMPLOYED_FLAG YOUTH_FLAG                     

HOMELESS_YOUTH_FLAG            

HOMELESS_ADULT_FLAG        HOUS_SIT_TYPE_CD               YOUTH_ADDL_ASSIST_FLAG         
MATH_READ_SKILLS_FLAG          SCHOOL_DROPOUT_FLAG            

OFFENDER STATUS FLAG SEX PREGNANT PARENTING YOUTH FLAGOFFENDER_STATUS_FLAG           SEX                            PREGNANT_PARENTING_YOUTH_FLAG  
PREGNANT_FLAG                  PARENTING_YOUTH_FLAG           

POOR_WORK_HIST_FLAG            CASH_PUBLIC_ASSIST_PGM_FLAG    
LOWER_LIVING_FLAG              PHYSICAL_DISABILITIES_FLAG     DISABILITY_STATUS_CD           

LEARNING_DISABILITIES_FLAG     OTHER_WIA_PROGRAMS_FLAG        
LOCAL_PRIORITY_FLAG            DISPLACED_WORKER_PGM_FLAG      
DISPLACED HOMEMAKER PGM FLAGDISPLACED_HOMEMAKER_PGM_FLAG   

FOOD_STAMPS_PROGRAM_FLAG       INCOME_LLSIL_FLAG              
BELOW_APPR_GRADE_FLAG          EMPLOYMENT_BARRIERS_FLAG       
WIA_REASON_FOR_EXIT_CD         

JOB_LEAVE_REASON_CD            DISLOCATION_DATE VETERAN_STATUS         
VET_START_DATE         VET_END_DATE           UI_CLAIMANT_STATUS     
PELL GRANT STATUS CDPELL_GRANT_STATUS_CD   

ENGLISH_SEC_LANG_FLAG  QUAL_SEPARATION_DATE FAMILY_STATUS_CD               
PROFILED                       VET_FLAG                       VET_DISABILITY_STATUS          

CAMPAIGN_VET_FLAG              VET_ERA                        VET_TSM_TYPE_CD                
NORM_EDU_LEVEL_AT_REG_CD       SCHOOL_STATUS_AT_REG_CD        

EMPLOYMENT_STATUS_CD           EDU_ENROLLED_FLAG              PROFILED_DATE                  
MIGRANT FLAG MIGRANT CLASS DISABILITY CATEGORY CD
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If customer has had a lag in services for 6 months, 

fill in the gap, 

where were they? 

What was happening?

were they working or unsuccessfully job searching?  

Were they resolving issues/barriers, i.e.. Child care, medical problems?
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Big Improvement in Comments ChangesBig Improvement in Comments Changes.
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Case Management Tool paints a picture of what the customer has experienced

NOT

Tasks the staff member performs!

Mass mailing (postal or email) – not a service

Calling and checking on how customer is doing – not a service

If action items for customer comes from call, e.g., needs supportive 
services and this is initiated – enter 

the service == referred to supportive services

Comments may reflect a pertinent administrative task performed by the staff for the 
client’s benefit but no represent a specific serviceclient s benefit – but no represent a specific service.
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As much as possible – reduce paperwork

Can real-time data entry into NYOSOS work in your functional area?

What perception is caused by handing out blank forms to be filled?
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As much as possible – reduce paperwork

Can real-time data entry into NYOSOS work in your functional area?

What perception is caused by handing out blank forms to be filled?
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HUGE IMPROVEMENT!HUGE IMPROVEMENT!
Verification that staff really wants to create an enrollment

Enrollments are listed by Federal Program

1. Labor Exchange / Wagner-Peyser / ES = LEX enrollment

L1 Services

2. WIA Youth – L2 Services

3. WIA Adult / DLW – created via Functional Alignment Batch Job (FABJ) –
overnight – staff will not have chance to verify enrollment

so . . 

Managers/supervisors/staff – thinking cap time – best way to ensure that appropriate 
data values are being captured for all programs for DATA ELEMENT VALIDATION.



Uses Procedurally see screen / THINK Assessment Interview InitialUses Procedurally – see screen / THINK Assessment Interview – Initial 
Assessment

IA Exists: No – Cancel and Provide IA prior to 
creating enrollment

Yes – Next Step
Data Element Verification -- Are “at-time-of-participation” data values correct 

Verification – Web Dialog box “pops-up” 
Wh i 1st iWhen saving 1st service

Creating a new program enrollment– LEX  WIA  
TAA
Most staff will see LEX (Functional Alignment Batch Job – Overnight 
Process)
WIA Youth will see WIAWIA Youth will see WIA
TAA staff will see TAA

Are “at-time-of-participation” data values correct?  Check for all Programs (FABJ)
Yes – click on “OK” button
No – correct values on Verification – Web Dialog box

2 Tabs if Comp Assess was completed
Click on “OK” button

Changes made on Enrollment Record (reporting)
Ch d tiChanges made on respective screens
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DATA ELEMENT VALIDATION

happens at-time-of-participation



As much as possible – reduce paperwork

Can real-time data entry into NYOSOS work in your functional area?

What perception is caused by handing out blank forms to be filled?
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