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INTRODUCTION 
Numerous changes have been implemented in version 6.5.03 of OSOS.  A concise list of these 
changes comprises the Table of Contents.  Clicking the desired listing in the Table of Contents 
will navigate the user to that section in this guide where a more elaborate description and 
screen shots are available to assist the user in understanding exactly how the new 
enhancement functions. 

OSOS DATA ENTRY 

SEARCH CUSTOMERS BY EMAIL 
The Customer Search module now allows searching for Customers using an Email address or the 
existence of an Email. A partial Email address can be entered and will return results that match 
and begin with the entered characters.  

 

  

Email 
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SEARCHING CUSTOMERS NOW INCLUDES ALL PORTFOLIO LEVELS 
When performing a customer search by name or other criteria, the search will now return 
matches for portfolio levels other than "JobZone Adult" and "Young Adult".  It is also possible to 
search by any portfolio level. 

 

The Portfolio levels include: 

 

Portfolio Level 

Portfolio Levels 
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ETHNIC HERITAGE AND RACE FIELDS REQUIRE SELECTION 
The Ethnic Heritage and Race fields will no longer default to "Not Disclosed" in OSOS, JobZone, 
and CareerZone.   The customer or staff will be required to make a selection and will still have 
the option to select "Not Disclosed". 

 

YOUTH ELIGIBLE AGES ARE YEARS 14 THROUGH 24 
The Youth eligibility has changed for WIOA to allow youth up to age 24 years and was installed 
into OSOS with version 6.4.06 effective March 4, 2016.  

Accordingly changes will be made to reflect the age increase in Comprehensive Assessment: 

 Youth Needing Additional Assistance field in the Employment tab for customers 
that are less than 25 years of age 

 Is customer pregnant field in the Family tab for customers less than 25 years of 
age 

 Is customer parenting youth field in the Family tab  

 Offender Status field in the Legal tab for customers that are less than 25 years 

 The WIA Eligibility Report accessed through the button at the bottom of the 
screen across all tabs 

Additionally, the corresponding error messages will be adjusted to reflect the change in age 
range such as "A pregnant customer under 25 years of age must be classified as a parenting 
youth!" 

  

No item is preselected 

No default 
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REMINDER NOTICE FOR MALE YOUTH TO REGISTER FOR SELECTIVE SERVICE 
Active, pending and SS/IO male Job Seekers that are approaching their 18th birthday will be 
sent an email notification 60 days prior reminding them to register for Selective Service if there 
is no indication that they have done so in the Additional Information tab. A system generated 
message will also be sent to the message area for affected JobZone and CareerZone users. 
Administrators associated to the job seekers will receive an inbox reminder.  

 

A new inbox reminder shall be sent to the associated administrator of a male Seeker with a 
status of “Active” or “SS/IO” that is approaching 18 years of age and has not indicated they 
have registered with Selective Service.  The inbox reminder will NOT be sent when the Seeker is 
a CareerZone only user.  
 

  

Inbox tab 
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ADDITIONAL JOB ORDER PAY FIELDS 
A new Salary Unit is available that includes values of "Sal + Comm", "Per Diem", "Contract" and 
"Commission" used in OSOS and JobZone/CareerZone. The new options are available to identify 
the minimum and maximum allowable annualized, normalized salary for all wages, starting pay 
and salary fields.  These options are available in the following sections of OSOS: 

 Starting Pay Per field in the Customer Search window's Job Criteria tab 

 Employment Preferences section in the Customer Detail window's Additional 
Info tab 

 Wage field in the Customer Detail window's Work History tab 

 Starting Pay Unit in the Job Order Search window's Job Detail tab 

 

  

New Fields 

Wage Category 

Work History tab 
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NEW CHECKBOXES TO INDICATE NO DATA ENTRY 
OSOS will provide a checkbox labeled "No Information Provided" to indicate that the Customer 
has no work history, certificates/licenses, school degrees and/or professional association 
information to data enter.  This checkbox must be selected if no information is entered into the 
associated fields or the record cannot be saved and an error message will appear.  If 
information is entered to complete the field, then the checkbox will no longer be visible.   These 
checkboxes will not be available within the JobZone, CareerZone and Self Service applications.  

 

 

Checkbox 

Checkbox 

Checkbox 

Checkbox 

Work History tab 

Ed/Lic tab 
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WORK SEARCH PLAN  
The Work Search Plan located in the Objectives tab has been changed.  It is now possible to 
enter a Plan Created Date that is one day in the future. 

The two tier structure of the activity list has been removed and the Activities are now 
numbered.  The total number of Activities was reduced from 11 to 9.  

The Status section has been revised and enhanced and is now referred to as Additional Info. 
Viewing and maintenance of Additional Info has been consolidated into one screen with 
printing and editing capabilities as well as added signature areas. A duplicate feature has been 
included for non-attachment Work Search Plans.  

Plans can now be downloaded as RTF files.   Downloading plans in PDF format is still being 
researched. 

    

Numbered Activities 

Manage Add'l Info button 

Additional Info section 
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The View History and Add Status functions are consolidated into one pop-up window with 
enhanced features to include:  

 Printing selected status notes  

 Adding Claimant and Staff signature checkboxes and dates  

 Editing information on an unsigned Additional Info record.  

  

  

Print button 

Status Notes 
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ACTIVITIES DEFINITION POP-UP 
Information may now be defined and provided for any activities found in the Activity pop-up 
windows in the Customer, Employer and Provider modules.  This does not mean that a 
definition will be attached to each activity.   

An icon shall be provided with each activity where information has been provided at the seeker 
service type and employer service type level.  

 

Clicking the blue informational icon will display a popup window with the definition.  

 

 

Requests for additional definitions may be sent to the OSOS help mailbox at 
help.osos@labor.ny.gov. 

  

Definition Icon 

mailto:help.osos@labor.ny.gov
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MULTIPLE ACTIVITY DELETION 
Limited staff will be provided permissions allowing them to select and delete multiple activities 
at one time in the Customer Detail module.  

  

Multiple referrals can now be selected and deleted at one time in the Job Order Detail module.  

 

Remember to click the Save button.  

Delete Activity button 

Select Activities for deletion 
Defaults to Open 

Activities Tab 

Customer Detail window 

Job Order Detail window 

Referrals tab 

Delete Referral button 

Save button 



 

OSOS Guide - Version 6.5 Enhancements - 12 - 6/7/2016 

INCREASE CHARACTER LIMIT FOR NUMEROUS DATA FIELDS  
Numerous text fields that allowed entry of 2,000 characters have been increased to allow 4,000 
characters.  The visual size of the fields within the application will not change.   These fields are:  

Customer Detail:  

 Employment Objective in the Objective tab 

 Honors & Activities in the Skills tab 

In Comp Assessment:  

 Employment Behavior in the Employment tab 

 Job Seeking Skills in the Employment tab 

 Job Keeping Skills in the Employment tab 

 Summary of Occupational Strengths & Weaknesses in the Employment tab 

 Learning Disabilities in the Education tab (opens when "Any indication of 
learning disabilities" is checked) 

 Training Completed in the Education tab 

 Training in Progress in the Education tab 

 Job-Related Interests in the Education tab 

 Job-Related Aptitudes in the Education tab 

 Training Needs in the Education tab 

 Special needs of household members in the Family tab 

 Child care arrangements in the Family tab 

 Support from family & friends in the Family tab 

 Child Protective Service description in the Family tab (opens when checked) 

 Health Details  in the Health tab 

 Medications in use by household members in the Health tab 

 Physical Issues/Special Needs in the Health tab 

 Emotional issues that may affect participation in the Health tab 

 Drug, alcohol use by self, friends and family in the Health tab 

 Health Treatment description in the Treatments tab 

 Current Legal Issues in the Legal tab 

 Housing Expected Changes in the Housing tab 

Services: 

 Goal Justification in the Achievement Objectives tab 

Comments:  

 Comment Pop-ups throughout OSOS 
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LIST MANAGEMENT FLEXIBILITY 
The List search and List Management features have been enhanced to provide more flexibility 
and functionality.  A new Lists tab has been provided in the Staff module to view and manage 
lists. Multiple lists can be selected and used to retrieve results that intersect between all lists or 
the combination of lists.  

Staff with the appropriate permissions will be allowed to reassign lists from one user to 
another. 

 

 

  

Lists Tab 

Staff Detail window 

Lookup List button 

Staff module 
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The Provider and Offering modules now allow lists to be created, maintained and 
used in a search. 

 

 

Provider Search window 

List Search tab 

Offering Search window 

List Search tab 
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ERROR MESSAGES MADE MORE DESCRIPTIVE 
The previous error message:  

“AF Interface Error Search server: Search request failed: Could not execute sql: Host: Port:” has 
been modified to include additional information to help describe the potential problem.  The 
new message format is: "Your search request failed. If you are seeing this error, there could be 
an internal database problem or an issue with OSOS services. Please try your search again. If 
the problem persists, please contact your help desk and pass along as much information as 
possible to help determine the cause. For example: time of day, office, and search criteria.  

Could not execute sql:  

Host:  

Port:" 

The previous error message “Unknown Response” has been modified to include additional 
information to help describe the potential problem.  The new message reads "If you are seeing 
this error, there could be network problems. Please try your request again. If the problem 
persists, please contact your help desk and pass along as much information as possible to help 
determine the cause. For example: time of day, office, action that resulted in error”.  

The previous error message "Version is invalid for this record OR ELSE you are trying to update 
a record that has been deleted from the database" has been modified to provide more 
information.   The new message reads "If you are seeing this error, another user is working in 
the same record and has made changes. Refresh your data by reloading the module to make 
your changes. For example: In Customer Detail, you need return to Customer Search, select 
your record and return to Customer Detail via the Detail button; In Services, return to Customer 
Detail and return to Services via the Services button."  
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CHANGES TO CORRESPONDENCE 
Previously, the lengthy names of some data fields changed the formatting of the form in the 
Word Template.  New names have been added to allow more compact data column names that 
will not affect the Word Template’s formatting for mail merges.  The older data fields with the 
longer names remain available for current templates. 

JOBZONE CHANGES 
My Employability Score (MES) includes many enhancements. Highlights include:  

 For logged in users creating a new MES, fields shall be pre-filled from 
information using account, resume and/or prior saved MES data 

 Clicking the Employability Profile link on the JobZone home page will direct the 
user to the saved Employability Score 

 

  

Saved score 
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RESOURCES AND ASSISTANCE 
Additional program information, OSOS guides and other resources can be found at: 

http://labor.ny.gov/workforcenypartners/osos.shtm  

For further assistance, please contact the OSOS Help Desk: 
By phone: (518) 457-6586  

By email: help.osos@labor.ny.gov 

 

 

http://labor.ny.gov/workforcenypartners/osos.shtm
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