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Purpose of Webinar

How to Accomplish:
1. Registering New Customers
— especially Ul customer records
. DEV Requirements
. Recording Effective Case Notes
. Recording L1 Services (Activities)

. Enrollment Basics
— functional alignment

6. Match/Refer Customer to Job

6 main topics today . . .

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

some major differences between walk in customers and a Ul 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



How Accomplished

e Use of

- Case Management System
» NYOSOS - tool for painting picture

- Collecting and Recording
« Customer Descriptions / Demographics
» Assessments: Current, Desired, Progress
* Provision of services

« Comments (Case Notes): Document / Justify
Customer’s path through system
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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



Basic NYOSOS

P Screen Design

-- top level filing

WINDOWS

-- 2" |evel filing

TABS

-- 3 |evel filing
BUTTONS =P

-- functions

" PROVIDER EMPLOYER

Walinak, Case N. SSh: 0505 10: NY010514345
Customer Data WEthmic Heritage
WAL estalus Azve vl akbSeeher fove v || (Hispanic orLatng

1 Baccunt cniaccis () Mot Hisgsanic o Lating

) stat: Brocks, Jova Jomcs: nrases | | securty Detete_|os2aza10

§ave | st Match | Sevicen | Comp tastsn | Acwty | 14 Refersi | Compord | 1R | Fiebumto Sch | Commerts | Tog | Resume | Schesie|

Each Tab may have “Tab-Specific” buttons within
the body of the screen

-- navigation

NYOSOS is set up like a huge filing system . . .
Top Level of filing = MODULES
=5 / Customer / Provider / Employer / Staff / Help
2"d 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
3" 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

At 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



CUSTOMER PROVIDER EMPLOYER

o4 Referrals In | Fund Approval
Appointments and Reminders for Wednesday, February 17, 2010
| Jj StentDate | EndDate | StartTime | EndTime | Name i Event Description i
. - Missed Missed achievement ~
”D 01/214/2010 |01/21/2010 |[1200am |[12:00am |Brooks, Larmy date |objective end date
’ ; y Missed achievement
"I:] 01/21/2010 |01/21/2010 {12:00 am |12:00am |Brooks, Robert Missed date objective end date
- : . Missed achievement
[1/01/15/2010 |01/15/2010 {12:00 am  |[12:00 am ‘Broolﬁ, Jules Missed date objective start date
[1101/14/2010 |01/14/2010 [12.00am |[12:00 am |N!iscn. Levy Missed date |Service should have ended.
[101/15/2010 [01/15/2010 [12:00 am  [12:00 am |Brooks, Sally Missed date Senvice should have ended.
[1/01/14/2010 [01/14/2010 [12:00 am  [12:00 am |Brccks, Lynn Missed date Senvice should have ended.
. : . |Missed achievement
O IO1£15r2010 . 01/15/2010 |12:00 am . -12.00 am . Brooks, Jules date v ?Pj_?m start date
. : . : Missed achievement
[J{01/14/2010 [01/14/2010 {1200 am [12:00 am  |Brooks, Marie Missed date objeciive end date
' ? i i Missed achievement
[]|01/22/2010 |01/22/2010 {12:00 am [1200am |Brooks, Lindsey Missed date objective start dae
[1/01/14/2010 |01/14/2010 {12:00 am |12:00 am |Allison, Levy Missed date Senvice should have ended.
[]|01/14/2010 |01/14/2010 [12:00 am  |12:00 am  |Brooks, Lynn Missed date Service should have ended.
) Missed achievement
[1/01/21/2010 |01/21/2010 {12.00 am |12.00am |Brooks, Larry Missed date objective end date <

Staff: Brooks, John Office: NY9999 Security: Delete | 02/17/2010

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



EMPLOYER

Staft Detnil

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



1 -- Registering New Customers

Walk-ins vs. Ul Customer Records

1152 new customer records from Ui on 6/25/2010
2 updated customer records from Ul 6/18 — 25/10

- 8
TCC TCE
UPDATE DATE ADD
RECORDS RECORDS
22 18-Jun-2010 1087
1 19-Jun-2010 1078
21 21-Jun-2010
18 22-Jun-2010 1858
23-Jun-2010 1301
24-Jun-2010 1297
IND'E)
25-Jun-2010 1145 DEPARTMENT
°*LABOR

When walk-in / non-Ul customers — complete registrations need to be completed

For Ul customers — basic registration info already exists in NYOSOS

Occurs nightly from the TCC batch process



Searching for Ul Customer

* Do not use SSN
— DOL policy is to protect individual
— Don’t ask verbally

— If written — shred after locating customer’s
record

e Search on Last Name, First Name
— If common — add other criteria
— WIB / modified time / Veteran / etc.

You will probably already have the NYOSOS ID of the customer from the REOS download.

Best bet whether non-Ul walkin or Ul customer — search on last name, first name

If common name, include other search criteria
10 Search Tabs



Searching for Ul Customer

e Use as many Search Tabs as necessary

e Restrictions on Searching
— NYOSOS ID - only by itself
— SSN (last resort) — only by itself

e May search for up to 20 individuals at a
time
— NYOSOS or SSN (last resort)

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
PROGRAMS

— VETERAN (v status / v era / recently separated / v disability stat) /Program (Ul
status / LLS / Migrant / Profiled

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



Ul Fields Needing Updating
Customer Detail Window
e TCC Add Process sets . ..

— Gen. Info Tab
e sets Seeker Status = Pending

e Ul Claimant Status = None
— Addl. Info Tab — Veteran Fields

— Objective Tab
* Employment Objective = TO BE UPDATED

Ul 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 Ul Claim

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



Ul Fields Needing Updating

Customer Detail Window

e Work History Tab

— Job Duties = LAST EMPLOYER ON TCC
RECORD FOR Ul

e Skills Tab
— Additional Skills Text = TO BE UPDATED




TCC Add Ul Customer

Customer Search

Malinak, Case N.

] < L2 o Yobjciv Yo - e il {sovd Searchea Y Actiies Y Commeris | fest [ Assemar > 1B

7 Customer Data
@351 999.99-9999 s [
eUsemame 011115127
elastName 7727 S
Date of Birth| 11231337
SAddress. 22 FIRST STREE

@ City
*Zip Coda
Country
Phone 512-2
Email
#U.S. Citizen

SSN:

@Status| Pendng @.Job Seeker| nactve ¥

@Password
@First Name M A
eGender ™ ¥,
eState | tew Yok
County | Viamen v
M, Meatro >
At Fax
gistered; 06/25/2010
Origin Lagacy

Profiled
Profiled Date
In metResume [] Confidential [

—

0505 1D: NY010514946

| (&) Mot Disclosed

- Education & Employment

10f1

~ Ethnic Heritage -
() Hispanic or Latino
() Not Hispanic or Lating

“Race

[} 4laskan or American Indian
[]Asian

Black or African American
[[]Hawaiian or Pacific Islander
[ White

Mot Disclosed

wEducation Leval
HS = 1yreal ory
@School Status

Not attending school; H 5. Graduate |3
wEmployment Status

Not Employed v
- @Contact Preferences
UsePostal [ Fax
(] PriPhone [ Emall
[] At Phone

tach - no dagree W

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




) B(FENTA Addtinfo.

Programs
Frograms/FPuble Assistance Selscton |
Income Status
Lower Living
Income 70
Local
@Disability 5] Not Disabled
eliligrant/ Seas | Warker O Yes! it
[
Wbk — Chder ¥ outh
WAL = Younge Yol
Wlare (N
[ R
U - Unemgicymaet Infuranie
WA - 28R Unemptesmant imuance
L8 ReemphoyTant.
ncatonsl Sehatatatcn
Employment Preferences e
Work Week| AT
- Teade squitment Asacitance (Tas)
Duration RasiaRasponss
TAF EAT
Salary Foud SmE EAT
X0 Camps
Pay Unit Matn Amancan
Thder Srencams THa v
Date Available by B
Enmmﬂ'l Traning
Crapraced Homemae st
Ot W4 Programs.
| Save | Stat Match | yent it b

o e febe b b i e bl e e b B e fe b e e o e

e I IR EAEA

@Senice Veteran []

THOIF
Ta Exnausien

Ga-Ganaral Aanistance (BateLocal)
iz Rutges Cash sauntance
B554-Bupplemants Becurt; inzome

Fooa Stamgs

S301- Social Secery Cnataty nsurincs

edafelelatele

[Objective | Work Hist. |EdiLic | Skills | Saved Searches | Activities | Comments | Tests [ initial Assessm{ > [>>

Military Service

Customer List Participation

List Name I

To List




[<<] < [Gen. info [ Add'Tinfo Jo i S Work Hist [ Edtic [ Skills [ Saved Searches [ Activties | Comments | Tests [initial Assessm{ > |>>]
wEmployment Objective

FRESS _

@Desired O"Net @ Acceptable Job Locations
O*Net Title |51919395  Production Workers, Al Other Maximum Zip Radius
Experience: Year(s) IO_— l.icnm[s}[T Within| 50 mies | » [gfZIP| 12801

O"Net Titls |Exn. [u.,.,m,[ Within v | of ZIP

|C] |Production Workers, All Other _ |10 Within v |of ZIP

Or Anywhere in the followi

<

<

Add 3 Job Tile |
Desired Employers

<

Company
| Or outside the United States)

i

£

<

Pdn‘anEnplo-,u] |

Save | Stat Match | | | Activty | 1A Refemals | Comespond | IVR | Retumto Srch | Comments | Tag | Resume | Schedue |

Employment Objective — not collected by Ul

Must be updated to an actual employment objective!!!

Double check the Desired Job Title — will be set to last occupation from Ul 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 barriers
(transportation) that will necessitate updates.



6 6 A (0 i) ok . (003 5 (s () o e (e |
Detail

@Job Titie [PRODUCTION
oEmployer [ANGIO DYNAMICS N Includeonline  StantDate[072003  EndDate[052010
eaddress [ADP-UCS ] Supendsor| Phone |
PO BOX 6000 oWage[s001  |Other  Hoursweek[D
scity/[SANDIMAS #Reason for Leaving[Gut
R e Y et Y o Yoo Ll it Yo Yo Sarche Y Actien[commert e Yot w1
@Country [m Detail
wJob Title PRO
sEmployer NG

Include online Start Date| 072005

@Address | ADP - U [ Supen
PO BOX 6000 P
SClty! SAN DIMAS " @Reason for Leaving O
o WState| Caifomia - e e.ob Duties| ST EMPLOYER ON TCC RECORD FOR UI
[] |[PRODUCTION eCounlry| Unted States n e

RR Evenl s

Job Company City Start End

Save | Stat Match FRODUCTION ANGIO DYNAMICS INC SAN DIMAS 072009 052010

Maw Job Entry | Delata Saiaction

| Actvty | 1A Referais | C: | VR | Retumito Sech | Comments | Tag | Resume | Schedue |

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 Ul)
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.



£ B oA AT A £ (T Ediie: FR S A e A B (e S €
e e e AL Nl e

R LECTELE | U T Mwmwmw
Driver License
O ves O No Class v State hs
[ Pass my [ Tank vehicie [ motorcycie
[ school Bus [ DoublesTriples [ Tank Hazard [ ir Brakes
Certificates / Licenses.
CerficatelLicense | 1ssue Date | Issuing Organization | State Country
=
AddCet/ic | | |
Schools
] Course of Study Degras i CompmeaJ Issuing Institution J State I Country
=]
Add School | | |
m[&mﬁuﬂ ]W|I}.Mm|w|ﬂ'ﬁ|8&mlu$¢hlmli TnfRuﬂ!ISdﬂodie[

NYS
D[;:fAR‘l‘t\«,_:
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If you have driver’s license info — update

Same for Certificates / Licenses (Occupational Related)
And

For Schooling



[<<] < [ Gen. Info [ AddT info | Objective [ Work Hist. | EdLic |51 Saved Searches | Activities | Comments | Tests | initial Assessmi > [>> |
“Additional Skills Text

| Activty | |A Referals | Comespond | IVR | Retumto Srch | Comments | Tag | Resume | Schedue |

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



el < [0 O Addtnfo | Objective | Worl Hist. | Edic | Skills | Saved Searches | Activiies | Comments | Tests | nital Assessmy > |>>
Customer Data - wEthnic Heritage - -
9SSN 999999999 A []  eStatus| Actve v | alobSeeker Actve v () Hispanic or Latino
sUsemamel 01110504 ePassword| 1K5572 O athispanic or Latino
sLastName| <R J— SFirstName W~ mis | || &NotDisclosed
Date of Birh | 02/05/1362 sGender | Femaie v/ SRece
@Address| 4214 COURTROYALE 5T 3 [ JA¥saan of Americar ke
3 [Asian
P — - [T]Black or African American
WCity| SCHENECTADY New York b
fiy SCH i M [C]Hawaiian or Pacific Islander
@Zip Code| 12304 County | Schenectady ~ 5] White
Couniry| Unted States ot Metro b [Not Disclosed
Phone 317-400-0726 Alt Fax Education & Employment
Emall wEducation Level
#U.S. Citizen Masters Degres e
| #School Status
Customer Assignment Mot attending school; H.5. Graduate &
aff Assigned TCC, Update Registered 06/18/2010 *Employment Status
QB dccion. 2 Origin, Staff Mot Employed w
Agency Department of Labor ms-qj Profiled - wContact Preferences
- MR AENECTAD T Office Profiled Date Use Postal [ Fax
Ul Clalmant! None Mot Claming UI) ¥ | Int wetResume [] Confidential [] Pri.Phone [ Email
[ At Phone
f gmlsmunml Sarmlﬁmmw] WIIAMMEM{ NRI Emmm&:hl&mm:' Tag IMIMI

TCC Update Ul Customer Record

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




@Job Title | Digtal Asset Mgmt Associate O Net Tities
ot -

SCityl New York
@State | New Yok
SCountry| Unted States

Job

|0 |c4D Operator
| |DIGITAL ADIIN

Company City Start End
National Repro C New York
I;EIC Imaging |New York | |
|NATIONAL REPROGRAPHICS INC  |NEW YORK |02/2008 |05/2010

Include online Start Date| 02/2008 End Date| 052010
Supenvisor Phone
e\Wage| 5 16.50 Houty | Hoursiweek
@Reason for Leaving| Other v
@Job Duties archived files, placed web orxders

RR Event# Event

New Job Entry | Delete Selection |

Save | Stant Match | Sargices | Comp Assass | Actvty | 1A Refamas | C d| (VR | Retumto Srch | Comments | Tag | Resume | Scheduda |

NYS
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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.



Pk e Gerinfo JAdd T info JObjeciive JWork Hist. JEdic | Swifts | Saved Scarches PActivilien 1o f—Y ————F W' %

| LAGTL. NI A | RS § AIFEELING | BVOTN THSE JLIVLIS | SHINE | SEVETD STINESIONE § ACTEIOSS | [ DOBEE § U ASEEERITH - o
| created Staff Assigned Comments |
.E Ia-:\ 2172010 ITa:Jnanc_ Hichele IDOB 2i5/58 was verified by drivers license
[ |os118r2010 DeCarlo, Angelina /16 attended orientation
l: |0sr182010 |DeCarlo -'.ngé]ina |COS: Initial Assessment, Irina is unemployed, no resume, email
I: :ZIE-'18 2010 'DeCan-:u Angelina :'-.ﬂenca:l hiring event with Advantage Sales & Marketing
\C] 0611872010 _-DeCa_rrc Angelina |DEV: DOB is 2/5/68, verified by signed application

A comment -- Webpage Dialog

Sm[ Spel Check |l:uml|
| |P'l|1£cmms[
wlwmlmlmwlmh_ammlf [N’R]ﬂqunw&dilf:umms] Tag IReuneJSdml

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.



EMPLOYER

Comp Assess

SSN: 0S50S ID: NY000260007

-CDtm

@ssN NA 7] eStatus|~ctve  v|  @JobSeeker| nactive v
| I

Lo TR

wUSEiaiie| bubbabubbebubbs

eLast Name| Mainzk

Date of Birth! 05/12/1331 |

=Fasswoig| 123456
| @FirstName  Frst
.ml Not Disclosed |V

— ]

@Address| 123 Versa &t

@@ 20f30®

".:-: Add'l Info | Objective | Work Hist. | Ed/Lic | Skills [ Saved Searches | Activities | Comments | Tests | HVHCI EMPLOYE| > [>>

(O Hispanic or Latino

Mot Hignanic or | ating
{ JMatHicoanic orLating

s

9
[]Alaskan or American Indian

[ Asian
.cm—-.% o— 5 [C]Black or African American
I—i F [[JHawaiian or Pacific Islander
oZipCode| 12205 | County | v | Swnie
Counlry| Unzed States v Hetro [ v Not Disclosed
Phone ! Alt | Fax|
Email @Education Level
@U.S. Citizen [7] [ 10 Grade v
= @School Status
smnsslgnw Adminstrator, Se¥Servics | Crawe|  Registered 11/18/2008 |:2’m’:m r:tb mH'S o B
WIB Assigned NYSDOLCO Origin Sef Service ||| | 1ot Emgicyes v
SaEHcH Depatrient of fabor Change | Profiled| ~ aContact Preferences
Office| NY9355 | Offce | Profiled Date| UsePostal [ Fax
Ul Claimant| ¥ InternetResume [] Confidential (1 || (] Pri.Phone  [] Email
[J Att Phone

|.A. Refemals | Comespond | VR

“Not Disclosed” choice added to Gender and Race.

Gender is required for customer receiving L2 Services such as all Youth and those Adults

to Srch | Comments | T:

Resume | Schadule

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




Customer Service Requirements

Maintaining good customer service

Update customer data

Customer Detail

Routine audits of data

Collection procedures

Recording accuracy

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



Customer Focused Service --
Critical Requirements

e Contact information e Driver License
e Objective  Certificates/Licenses
¢ Education/Schools * Wr._»rk Hl.story
— job duties

e O*Net title — reason for leaving

Kill — salary and unit
* Skills e L1 Services (Activities)
e Add’l Info e Comments

— Programs [ Public Assistance

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 under
review.

23



EMPLOVER | STAFF il

Malinak, Case N. 0S50S 1D: NY010514946

<] <Tcen rfo Aot Oiecive o |- ‘e Bt T Searches] Aciies | Commerts | fesa i Assesam{> [>

\/

Lean certified, good analytical and problem solving skills., Workplace safety, CPFR and First Rid
certified

Never put sulbjective comments here
— vigible on on-bine resumes/l/

Save | Stat Match | Servioss | Comp Assess | Actvty | 1A Referals | Comespond | VR | Retumto Srch | Comments | Tag lemﬂ_

The Notes section appears in the Resume created from 0SOS.

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



—

2 - Data Eiement Vaiidation (DEV)

e Requirements vary based on level of

service
¢ self-service/info. only = none to validate
s  Staff-Assisted Core = basic demographics
* Staff-Assisted Intensive =» multiple fields

e TAH#O08-8

REISSUED: State Policy Guidelines on Data Element
Validation (DEV) under the U.S. Department of Labor
Employment and Training Administration’s (USDOL/ETA)
Common Measures Policy and Functional Alignment

http://www.labor.ny.gov/workforcenypartners/tas.shtm

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
OoMB

Levels of Service

— 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 Advisory
==Department Webpage — Workforce Services / Technical Advisories

http://www.labor.ny.gov/workforcenypartners/tas.shtm

25



Motk Clamaaemd Validadbs s Moot £ Mo Crnem o n b e
vaila LICINICIIL valiualivll CITSTURLIDUL TUT INTVYY LI ULHTISNIW
“Cheat Sheet” on DEV items to review when creating a new program enrollment.
When an 0505 verification screen appears indicating 8 new enroliment for a customer, remember to provide an initial assessment in accordance with TAGS-4.1 and validate the data elements in
Bccordance v 0-4 and TACS-8. Validation requires staff te:
1 1t has been validated,
the data e‘ement
ource document.
name performing the validation.
For example: During 2/2 Doe viewed Sluggo Malinak’s birth certificate and validated DOS as 4/27/1957.
NOTES: DOB needs to be
eeds onetime only. Non-veteran status may change and must be reviewsd with each enrollment. |f status changes to veteran, then Data Element
Validation will be required where applicable
Data Blement LEX ow INTENSIVE Youth
WiA CORE | TRAMNING | Trade Adjustment Assistance Enroliment
cone At ow {includes all the above DW requirements plus the
Uior Wior Utor Wor Ulor . Al
DoC DoC DoC ooC oo .
r - - Data ow
A — st L ::' Trage Readiustment Allawance U
A A DOC DOC DOC Date of Application oo
A ey A A A Petition Mumber DOC
7y Y oo B0C BOC Waiver fram Training requirement [
(4] (<] (<]
Other Public Assistance SA sa Dec DoC DoC S-‘\L:: Attestation
(=] oM (<] R
Selective Service [Eligibility requirement and nat a DEV requisement) Regisiration Card or DOC: Documentation required
Website Verification Uiz ol Insurance verificati
Displsced Homemaker 54 poc_ | CM: Cross Match
E poc E MIS: State Manag Infi tion System
54
54
The first Staff Assisted Core Service date must be accurately recorded in 0505 for M MiS
every enroliment
Limited English Prafic ency (Blgibility requirement and not a DEV requisement]
Single Parent (Eligi ¥ and not a DEV s
Youth o Needs Additional Assistance SA
Do
Si
Do
Mis
enroliment.
The first Intensive or training Service date must be accurately recorded in 0305 Mis Mis
for every enroliment

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
- 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 desks.



Data Element Lex oW INTENSIVE Youth
WIA CORE TRAININ
CORE Adult Dw
Date of Birth Ulor Ul or Ulor Ulor Ul or
DocC DoC DoC DoC DOC
Veteran Status SA SA DoC DoC DocC
School Status at Participation SA
Employment Status at Participation SA Sa DoC DOC DOC
Low Income (Lower Living Standard or Income 70% LLSIL) SA SA SA SA SA
TANF SA SA Doc poc poc
M M ™
Other Public Assistance SA SA Doc Doc poc
M M M
Selective Service (Eligibility requirement and not a DEV requirement) Registration Card or
Website Verification
Displaced ¢ } SA 0ocC
Date of Actual Qualifying Dislocation DOC
Offender SA
Homeless Individual A
The first Staff Assisted Core Service date must be accurately recorded in 0505 for Mis Mis
every enroliment.
Limited English Proficiency (Eligibility requirement and not a DEV requirement)
Single Parent (Eligibility requirement and not a DEV requirement)
Youth Who Needs Additional Assistance SA
Basic Literacy Skills Deficiency DoC
Pregnant or Parenting Youth SA
Foster Care Youth DOC
The first Youth Service date must be accurately recorded in 0505 for every Mis
enroliment.
The first Intensive or training Service date must be accurately recorded in 0505 MIS MIs
for every enroliment.

JEPARTMENT
F T ABOR




Trade Adjustment Assistance Enrollment
(includes all the above DW requirements plus the

following :)
Data DW
Trade Readjustment Allowance Ul
Date of Application DOC
Petition Number DOC
Waiver from Training requirement MIS
Legend

SA: Self Attestation

DOC: Documentation required

Ul: Unemployment Insurance verification
CM: Cross Match

MIS: State Management Information System




3 - Recording Effective Case Notes
Case Notes / Comments
e Provides a picture of who the customer is

and the factors that will effect his/her
employment.

e Provides an ongoing record of customer
movement through the workforce
system

Think of Comments as the finishing touches on the painting

Creating shadows and areas of light — or movement



Recording Effective Case Notes
¢ Case management notations

— justification of service provision

— outcomes / next steps

— data element (DEV) notations

— policy notations — documentation
¢ Records must reflect frequency and detail of services
provided to all participants

—- WIA / LEX / VETS / TAA
¢ Case notes leave an electronic trail and assists in
program data validation and monitoring

—Local / State / Federal
¢ Results in Accountability

Accountability
system to customer
staff to supervisor
program to “funders”

- congress

- state legislators
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Accountability
— Critical Requirements

— Data from “at-time-of-participation”
- DEV
— Services Window / Service History Tab — specific
enrollment record
e State Performance Indicators
— Technical Advisory — released annually

— Procedures / Services if provided will ensure
meeting Federally negotiated performance

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_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_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_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



Writing Case Notes

¢ Indicate what was
— Accomplished
— Learned
— Achieved

— DON’T = just repeat service name

e 3 component acronym may be helpful

— PAR = Problem, Action, Result
= situation, assessment, next steps
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Writing Case Notes

* Be specific, brief, and to the point.

e Write in professional, objective and factual
language.

e Show logical customer progression,
relevancy.

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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Writing Case Notes

e When referring to customer barriers to
employment, keep focus on and relate to
customer’s employment goals

» Specify the functional capacities relating to
the occupation under consideration

(e.g., Customer may lift up to 10 pounds.)




Managing Case Notes

e Comments

— Customer Detail and Services combined
— Visible in both Modules
— Staff may edit their own comments

— Supervisors with Delete security can edit
other staff comments

Big Improvement in comments Changes.



4 - Recording L1 Services (Activity Button)

EMPLOYER STAFF

Comp Assess

SSN: 0S0S 1D: NY010514946

Services

(O NotHispanic or Lating
| SFistiame STEREEE | || @ Mot Disclosed
sGender| Feroe v - “Race

[[J Alaskan or American indian
[Asian
Black or African American
[[]Hawaiian or Pacific Isiander
[JWhite
il Metrol ¥ || MnotDisclosed

- Education & Employment
SEducation Level

|HS = 1yreol orvoctach -no dagres -v.;
#School Status _
|14t sbendiic achasi: HS. Gracsiz S

—Ci
Staff Assigned TCC. Add Change | Registered 067252010
WIB Assigned Saratoga/Vamen,/Washington Courties Origin| Legacy

Agency _Dmmn:f Labar Change Profiled
Office| GLENS FALLS Ofice | Profiled Date
Ul Claimant] None (ot Came v IntemetResume [ Confidential [

Start Match
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Recording L1 Services (Activities)

e Record actual services
— Not administrative tasks

¢ Comments = Case management
— Result / outcome of specific service

— Next steps?
— Other?

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 service.



B Activities -- Webpage Dialog
Activities

L1 Self-Service | Informational O

—I L1 staf Assisted Core
L1 Stat Assisted Intensive

Activity Date | 05/23/2010
RR Event®

! L1 Self-Service | Informational O

—'L1 Staff Assisted Core

pd Core
L ) assessment
L counseling
L Referred to Job <
: W= tdanca -
- rmcnnsgnan | e oo
—/ L1 staft Assisted Intensive Lo
11 State Specific L _lo"""”m
11 Supportve Svcs /Nieed Relate] |~ ~ ReferTeatn o> -
-.Jl.1vmrm$p¢dﬂtmm J—TﬂxMEmDmmnmn
112 State Funded Programs L1 Staff Assisted intensive
12 Trade Act —/ L1 State Specific
|42 Teaining ~J L1 Supportive Svcs | Need Related Pmts
Acthity Date | 06 —/L1 Veteran Specific Services
| ! L2 State Funded Programs
FEEENE 119 Trada &ct
I': o Acthvity Date | 2
- RREvent# v
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Recording L1 Services (Activities)

B Activities -- Webpage Dialog

e -~ Please Note_. This is
L1 Staff Assisted Intensive an automatic entry
:"-‘_ SEETEE into NYOSOS

-/ 598 CRU b t to
(e subsequen
Lo entering Attendance
L I owac Results in REOS
L Elevate America
L NEG Financial
t — Other Services
| L —reaenroliments only L1 State Specific
L ReaLLitetines
L Return to Work - wes REA Grant
I-— L WIIT
Aeaiy Dot 03 2010 b [JREA Enrollment ES Only

RR Evenl# v

Keyword(s) Search 0K/ Cancel | J




5 - Program Enroliment Basics

e Program Enrollments
— Employment Services (ES) or Labor Exchange
(LEX)
—  Workforce Investment Act (WIA)
— Trade Act (TAA)
e History
— Siloed Programs
— PY2006 — NYSDOL’s Functional Alignment
Policy

* Based on individual staff’s function in office not
who pays the staff’s salary

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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Program Enroliment Basics

e Functional Alignment Batch Job
— Create LEX enrollment

— Overnight (or 3 nights) also creates WIA
enroliment

— Co-enrolled in both programs

— In Performance Measures for both
programs

— In State Customer Service Indicators based
on services received — not program
providing

e Create New Enrollment — Verify Data

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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Enrollment Verification

e Verification — Web Dialog box “pops-up”
— When saving 1% service
— Creating a new program enrollment
* LEX

* WIA
* TAA

— Most staff will see LEX (Functional Alignment Batch Job
is an Overnight Process that will includes the WIA enrollment)

— WIA Youth will see WIA

— TAA staff will see TAA

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 enroliment

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.



Enrollment Verification
e See EV screen=>

1 WARNING !! THINK !!

— New enrollment (participation)

+ Starts Performance Tracking — state and federal
— Initial Assessment exists
e for this enrollment?

— Backing out if need be
— Updating specific fields

« Without navigating back to previous pages

USGS Procedurally - see screen / T H I N K 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”
When saving 15t service

Creating a new program enrollment- LEX WIA
TAA

Most staff will see LEX (Functional Alignment Batch Job - Overnight

Process)
WIA 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)
Changes made on respective screens
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Enrollment Verification

e 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)

» Changes made on respective screens

DATA ELEMENT VALIDATION

happens at-time-of-participation



6 - Match/Refer — Customer to Job

e  Multi-step process

e Choose individual customer
Click on Start Match

— Navigates to Job Order Search screen
Gen. Info Tab

— Review and update criteria/parameters
Job Detail Tab

— Review and update criteria/paramters
Click “Search” button

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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Custorner Search
Malinak, Case N.

(<c] < Lol DY Aid T info | Objective | Work Hist. | EdLic | Swils [ Saved Searches | Activties | Comments | Tesis [Initsl Assessm{ > |}

Customer Data
#3SN
sUsemame

ot ot
*Lastt

Date of Binh
wAddress

oCity|
@Zip Code
Country |
Phone| 21:

Comp Assess

SSN: 0S50S ID: NYD10514946 10f1

[ eStatus| Actve v | ajobSesker fcive ¥
@Password casencie

arient bimana |
=FirstNams

#Gender

@Siate | New Yodc v
County ]
hor Metro N

Email| casenote 20505 net

#U.S Citizen

Customer Assignment

Staff Assigned DOUGLAS-DUFFY, KERRY Change I Registered 06/15/2005

WIe ey P

e dy Courties Origin| St

Crange Profiled
M Profiled Date

¥ | Intemet Resume [ Confidential [

“Ethnic Heritage
() Hispanic or Latino
(O NotHispanic or Lating
(3)Not Disclosed

“Race
[C]Alaskan or American Indian
[ Asian
[JBlack or African American
[[]Hawaiian or Pacific Islander
[IWnite
[] Mot Disclosed

Education & Employment
wEducation Level

12 Grads - HS Graduate
@3chool Status

Mot attending
<Employment Status

Mo oyed

@Contact Preferences
[J usePostal  [] Fax
Pri. Phone Email
[ At Phone

es | Comp fssess | Actiy | 1.4 Referais | Comesoond | VR | Betumto Sch | Commerts | Tog | Resume | Schedue |
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tictinisill @verai o | Job Detai | List Search | Custom|

Job Order # Origination ID

01| ~ D1 “

Jo2 D2

Jo3 D3

J04 D4

405 DS

J086 D&

07 D7

Jos D8

Jog 2 D9 2
| | cempany Titie orgers | Date |status|4ge| oRMD| ORID |#D|#R|%0| s
@] .

a7



Employer Search

(T Seneratinto (i,

Crigination w | Order Status| Cpen v
Emp Job Title Emp Req # Job Order Date From Thru
Source (State) ¥ | Source (Fed) ~ |Last Open Date From Thiru
0*Net Title| 15102100 | | Computar Support Spacialists 0 Nat Tilas
Category = Stafl Assigned (Change
e v Office i
Empioyer Information Contact information Job Location
Employer ID Contact Last Name City
Company Name Supprassed v County v
Ownership v [JEmall [JURL []Fax Zip| 12240 Radius| S0mies »
NAICS [IPhone [JMail []inPerson
0| Gempany Title | orders | Date |status|sge| ormD| oriD |#0|#R|z0|
25| gouch | Goar| | | | | |

48



[Guick Search | General Sp ol [ g earch | Custom |

Full Time| ves - FirstShift ~ ~ | Starting Pay Benefits
Part Time v Second Shit " Hinimum ~ |Health Insurance
Regular| Yes v Third Shiftl Yes v Maamum| v |Dental Insuranca
Seasonal v | RotatingShinl v Unit b v |Vacation
Temporary w Split Shift v v | Sick Leave
Short Term v Shift Varies v v Holidays
Hours PerWeek v ~ |RefirementPensicn Plan
Education Required | Less Tran v o v Clothingnifarm Allowance
I
Experience Required| 0 |Years |4 |Monihs ~ | Child Care
Public Transportation w
| Cempany Title Orders | Date |Status|sge| orMD| ORI |#0|#R|#0| #H

[m]




__Job Order Search

Employer Delail Job Order Detail

TN (N i v, () (D I

Full Time| Yes v First Shift v Starting Pay
Pan Time ~| Second Shit v Minimum < rance
Regular| fes v Third Shift ves Maximum ance
Seasonal + | Rotating Shit v Unit
Temporary|  ~ Splitshitl

Short Term - Shift Varies w

Hours Per Week v M Pension Plan
Education Required| Less Than High Schoal Diolo /’f g::':;a' orm Allowance
Experience Required [ 4 =
Public Transportation »

)| Company

/ORMD| ORID |#D|#R|#0| M




PROVIDER

Employer Search
(Guick Search | General info JE LA W Uist Search | Custom |
Full Time v Firstshin =~ ~ = Starting Pay Benefits
Part Time v  SecondShit v Minimurm v Health Insurance
Regui Third Shift Lavimim + Dental insurance
Reguiar v 1 IIrg Snet ~ L
Seasonal v RotaingShit, v Unit L v Vacation
Temporary v Split Shift v v SickLeave
Shor Term v Shift varies v v [Holidays
Hours Per Week v ~ RetirementPension Plan
Education Required Greater Than R ~ | Clothing/Uniform Allowance
Experience Required 0 | Years v |Child Care
a1
|| company | Title Order# | Date |Statis|sge| orRMD| oRID [s0|#R|s0| &
25 wl| 'Saarch | iGlear | | | | | i i i
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CUSTOMER PROVIDER
Employer Search

[Guick Search | General nfo |l ) List Search | Custom |

Full Time = First Shif v Starting Pay Benefits

Part Time v Second Shi 3 Minimum ~ Health Insurance

e —— ] Maximum + |Dental Insurance
meguiar v g snm i,
Seasonal v RotatingShit Unit bt v [Vacation
Temporary, v splitshitl v v |Sick Leave
Short Term v Shift Varies v i ot
Hours PerWask p w |RetirementPension Plan
Education Required| Greater Than or w ¥ | ClotingUniform Allowanice
Experience Required| 0 |Years |0  |Monihs e T
Public Transporation b
0| cempany Title orde® | Date |Status|age| ormo| orib |#o|#R|z0|
ﬂ CHA |Help Oes_r C_-:_muma'.or _JE: ?1_3 _!)3-“ _—\.J_E v_OnI '3_021? _:l |1 _0
I mpire State { Technical Support Special JE4 90 L )
|CJ [infoEweb inc_|Database AnalystProgran JE4B05510 |05/0920100p o 1 jo
| | The College ofHelp Desk Technician | JE4581071 |0324:201(Open | L
Olus District C{Help Desk Technician JE4525114 |0216/20100pen  |105 |AJE - On| 5296566417 0 |2 |0
[ Search | /geae] [ Pt it | | Save Sear | | |
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Employer Search

1-50f5
[Guick Scarch | General nfo |l List Search | Custom |
Full Time v First Shift v | | Starting Pay Benefits
Insurance
Insurance
an
jeave
™" Save Search B
Shorf |
Hours Per| t it Ist JmentPension Plan
-
et Search Name computer support spcls! hotUniform Allowance
Experience Re Care
Public

=} ! i

| . |Help Desk Coordinator | JE4586713
] [Empire State {Technical Suppon Special JE422
|1 [infoEweb Inc_|Database AnalystProgran JE4 |
1| The College ofHelp Desk Technician | JE4581071
.[:I |Us. District CEHEID_D_esI' Technician JE4525114 |

BEaE

%

5
4 0 1
nl531271262 [0 |1
|aJE-On|520888417 [0 |2

=)
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Malinak, Case N. L A B 0505 ID: NY010514946 10f1

[Gen. info | Addt Info | Objective | Work Hist. | EdALic | Skills [t et ) Acthvities | Comments | Tests |

Name

8 computer support s

Fenun Seach

Sml&mm[mt&ﬂu&m|m|liwur&|' |ﬁiﬁuun:u$d1|0mnmi TanumalSchml
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CUSTOMER PROVIDER
Employer Search Employer Detail Job Order Search

fauick Search [General info |k st Search | Custom|

Full Time v First Shift v Starting Pay
PaTime| v | SecondShif v Minimum
Reguiar v Thira Snift v
Seasonal w | Rotating Shift w Unit
Temporary b Split Shift v
Short Term v Shift Varies v
Hours Per Week v

Education Required, Greater Than

Experience Required 0 Yo~ '
PublicTranspar~

STA!
Job Order Detail

<

<

<

<

<

<

<

ELP

1-50f5

Health Insurance

Diantal Insurancs

Vacation
Sick Leave
Holidays

RetirementPension Plan

Clothing/Uniform Allowance

Child Care

901100
510 [06109/2010
81071(03/2472010

|] |Empire State C | Support § i

] |InfoEweb Inc |Database AnalystProgral JE
il—! _TI'\E College of Sa!'Hel_p Desk Technician |
Ol District Court |Halp Désk Technician | JE
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CHA

Employer Search

eLast Open Date[ 0}

CUSTOMER

Employe, a4

P CVIDER

-

et Coiactnf o et o Descipto | Commenis aches efrrl Sved earches i

Information
pany CHA
541330

Ownershi

Order Dale 032572010
Status Date 037252010

Job Order Search

FEIN 141621322 State EIN

Origination Id. 517430213
Origination AJE - Onine/Intemet
WIB NYSDOL-CO
Agency| Department of Labor |

#3tatus[d

Categony[ |

¢ Be sure to review Job Order specifics are

«onamei| appropriate for customer before moving

@Emp. Job maﬁ

o] ONtO Referral Process.

Source (State)| |
~ Job Locatior
Address| |

m

city[
ﬂ(:ountyﬁ

| Sove |

eGeneral Info

¢Job Detail

eJob Description

56



[ cUstomer | PROVIDER | - ' | stAFF ] HeLp |

Employer Search Employer Detail

1-50f5

fuick Seach | Generalnfo hlui o f Uist Search | Custom IR

Full Time v First Shift Benefits
PaTime v  SecondShift ___|Health Insurance
Reguiar w Third Smif ~ | Dantal Ingurancs
Seasonal ~ | Rolating Shift A .vamﬂun
Temporary v Split Shift v SickLeave
ShotTerm| v Shift Varies| v Holidays
Hours Per Week v | v |RefirementPension Plan
Education Required| Greater Than or Equal v v | Clothing/Uniform Allowance
~ | Child Care

Experience Required 0 |Years |0 |Months
Fublic Transportation v

1|C] [Empire Stats Coll§ Tachnical Suppart Specia JE4227779
{|C] |InfoEweb Inc |Database AnalysiProgral JE4806510
|[O]ne _Corlgr;e_o_f_Sai Desk Technician | JE4581071
E,I—] U.S. District Court|Help Dask Technician | JE4525114 |
|
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Enrciimant ;
(m] ;\..um'rr}'on Ieasures Enroliment To | -4 Sandwick. Robin |
.D.;Lanor Exchange Enroliment o [ IConlanc Works CdSangwick, Robin
:CI |4ssessment Interview. Initial —'.sseSSmeniﬂ‘a'EE'EDw |Cortiand Works Ca:San-:md'_ Robin

(] Job Referral 031512010 [NY2998

10f1

DOUGLAS-DUFFY|Schenectady ComrJE4037278 |

Adds “Match” L1 Service (Activity) to Customer’s
record

e visible in Customer Detail Window / Activities Tab

s visible in Services Window / Service History Tab

Adds Customer to Job Order Window / Match Tab

hive | sreae |
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il maten

O ;asazsizom

| Brooks, John
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[ cUSTOMER 1 PROVIDER~ | "' © | erapr— Y —pierp

EaytoyerSemct Employer Detail 1 Job Order Detail
1-50f5
 Guick Search [ Generat info [ il st Search [ Custom |
Full Time v FirstShitl v |- Starting Pay . Benefits
PatTime| +| SecondShit + Minimum ___|Health Insurance
Reguiar v Third Shift v Madimum v Datalinsucance
Seasonal v RolatingsShitl v Unit| | v .\l'aulﬂun
Temporary ¥ Split Shift v | w  Sick Leave
ShortTerm| v ShiftVaries| i v v .Horlday\s
Hours Per Week v | 1 __~|RefirementPension Plan
Education Required| Greater Than or Saual v i | = Clothing/Uniform Allowance
Experience Required| 0 |Years |0 [Months ~ | Child Care
Public Transport3 v

1] [Empire Stats Collé Technical Support SpaCres
O InfoEweb Inc |Database AnalystProgral JE4E
College of € | Technician __ |J
District Court |Help Desk Technician

Highlight Job Order / Click on Refer button




Empire State College

Employer Detail

Job Order Search
Order#: JEA22TT79

ID: NY006431480 10f1

| ssn Date Staff

Ref Meth. Result Pay At Hire Unit

Adds Customer’s as a Referral

¢ visible in Job Order Detail Window / Referrals Tab

|

Add Referal | PostRest | Delete Fefemal | Prtlist | CustDetal |

Employer Letter w/ Rasume | Customer Letter w/ Job Order
sove |

| Comespond | Prrt |

Follow-Up w./ Emoployer | Follow-Up w/ Customar !

| Retumito Search | St Metch | Comments | Tag |




Malinak, Case N. SSN: 0505 1D: NY010514946 10of1

| Gen-Info [ AddT info | Objective | Work Hist. | EdiLic | Skills | Saved Scarches [aGiis] Comments | Tesis |
| Actiity

IN_‘-!WDMI Office I Staft I Employsr | joinn ISAI

(O] [maten 06 Brooks, John CHA

B Intersiale ] Brooks, John pire Siate C

.D Match NY2992 |Brogks, John TaconicFarms  |NY0946084

(] 'rlel Hired 'rn'9939 Administrator. Bal:'S:nen:--:ta:l. C-:mr:JEJElz?ETQ
_D_'-.'.I'-. Enrolimant :C-:rtlanu Works Ca_ls.mu.ucl Robin '_1'c-s_
: [] |Commen Measures Enrcliment Cortland Works Ca Sandwick. Robin Yes
; |m] -_L:m-:r Exchange Enroliment :DE 2512010 :l‘_‘-:-n.lanu Works Ca:Santhi' Robin :Ye_s_
| [ |assessment Intendew, Initial Assessmen| /2010 |Cortland Works C4 Sandwick. Robin | | |
(@] Job Referral 03152010 |NY3983 DOUGLAS-DUFFY|Schenectady Comr JE403T278

Adds “Referral” L1 Service (Activity) to Customer’s
record

e visible in Customer Detail Window / Activities Tab

« visible in Services Window / Service History Tab
PR L1 S Ll

| Save | St Matcn | Secycns | Conp fssess | Acivay | LA Refemais | Conespond | VR | Betunto Sech | Commerts | Tog | Resums | Schedie |




Some TA'’s to Keep in Mind
TA# -- Title

10-5 -- New Trade Act Reporting Requirements

10-3 -- Add’l Participant Demographics (Int / Tng)

10-4 -- Elevate America

08-4.1 -- Initial Assessment - updates coming

04-6.4 -- TAA (Revised) summarizes various TAs
and pull OSOS specifics include as attachments




Some TA'’s to Keep in Mind

TA# -- Title

NA_1E __ WIA VAairkh Waivare fADDA\

VZiT1J YYIiM TJULID YYaivcl o ‘HI\I\H,

09-13 -- Lower Living Standard Income Level

06-16.2 -- Revised Level 1 / 2 Svc List /
Definitions currently undergoing review

09-2 -- ITA Approval Policy
09-4 -- Poverty Guidelines for 2009

08-8 -- Data Element Validation




Question(s)
and
Answer(s)




Thank-you!




