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PURPOSE

USDOL Employment and Training Administration and Veteran’s Employment and Training
Service released guidelines on the refocused roles and responsibilities for NYSDOLs Disabled
Veterans' Outreach Program Specialists (DVOPs) and Local Veterans' Employment
Representatives (LVERS).

Career center professional staff must be proficient in accurately recording veteran status and
eligibility into OSOS. Information is obtained during the initial assessment to determine a
service plan and specify the next steps for the veteran. Accurate recording is crucial for federal
reporting and for providing sequential and continuous service to the veteran.

DVOPs will limit their activities to providing one-on-one services to the eligible veterans and
spouses who are included in at least one of the additional eligibility requirements:

e 18to 24 yearsold

e A special disabled or disabled veteran

e Homeless

e A recently-separated service member, who at any point in the previous 12
months has been unemployed for 27 or more weeks

e An offender, who is currently incarcerated or has been released from
incarceration

e Without a high school diploma or equivalent certificate

e Considered “Low-income”

DVOPS may also provide service to members of the armed forces who are wounded, ill, or
injured and receiving treatment in military treatment facilities (MTFs) or warrior transition units
(WTUs) and to the spouses or other family caregivers of such wounded, ill, or injured members.

NYS MTF:

e Saratoga Navy Clinic

e West Point Keller Army Community Hospital

e Fort Drum Guthrie Ambulatory Health Care Clinic
NYS WTU:

e Fort Drum

0SO0S users now have the ability to create a personal combined employer contact and job
seeking customer case load. Staff will be able to perform searches against their case load, but
not the case load of other staff persons.
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OSOS DATA ENTRY

CREATING AND MAINTAINING THE CASE LOAD
A DVOP may create their initial My Case Load from past and current DVOP eligible veterans by
beginning with a customer search.

Select the Activities tab in the Customer Search window.

Click the Activities button.

PROVIDER EMPLOYER STAFF

Customer Search window Services JobZone
[<<] <Tauick Search [ General Info [Education | Job Criteria | Text e arch | Geographic |iiivh ‘QEALMALUAC]Y Eﬁ
Select Test Type | =l
— Activities
- Froml

Aoy Staff Tha|
Activities button Actvites | Staff |~
—Literacy/Numeracy T

Test Exists -

Pre-Test Date From | Thru |

Post-Test Date From | Thru |
|—| 0S0S ID | Vet | Seeker Name | City | Phone |
[l | | | | |
«| | 2
Gpﬁonsl Search | - | %I Detai[l Asgn. to Listl | Addto CL | | PostMatchl Referl Activityl P,’PAl Comments Correspondlﬂlﬂ;ewl
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Select the following 4 activities within the Activities - - Webpage Dialog screen:

1. DVOP Eligible/Service Referral from the Vet Referrals folder within the L1 State
Specific folder

2. DVOP Assessment Completed from the DVOP folder within the L1 Veteran
Specific Services folder

3. Follow-Up DVOP Services Completed from the DVOP folder within the L1
Veteran Specific Services folder

4. Case Conference from the DVOP folder within the L1 Veteran Specific Services
folder

Click the OK button.

{2 Activities — Webpage Dialog Activities - - Webpage Dialog screen I

Activities

.y Disability Employment Initiative Specific Services ;I
) L1 self-Service / Info!
—' L1 State Specific
L 598 crU

L 599 One-Stop
LI 599 spu

L ) BT Works
L Customer Engagement Model

L) SMART (inactive)

L TAA Customer QOutreach

L3 Urban Youth Jobs Program

L —VET Referrals

[ — I |pvoe Eligible/Service Referral
[ — I LVER Job Matching Referral

L wir

L Work Search Plan

g Suppoertive Svcs / Need Related Pmts

L1 State Specific folder I

—L1 Veteran Specific Services
I
L pvop

| L pvop assessment Completed

[ [ Follow-up DVOP Services Completed
I L P gase Conterence

: (- I Contact In Person (VET)

|

|

|| Case management

L Contact via Email (VET)
(- I™ Contact via Phone (VET)
L Reported Following FTR hold VET (Address Change)
[ — [ Reported Following FTR Hold VET (Other)
L3 Gold Card Case Management
L Jobs For Veterans
LD Other
L3 Training
L Veterans Workforce Investment Program

L3 VETS Case Management Outcomes

| Vocational Rehabilitation

Keyword(s)

OK button
4
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Enter the DVOP's last name in the Keyword(s) data field and click the Search button in the Staff
Assigned - - Webpage Dialog screen:

fg Staff Assigned — Webpage Dialog
StaiT Assigned

I~ Aaatest, Test i’
I~ Aaron, Orlyn

I Abad, Flor

I~ Abdush-Shaheed, Shaheeda
I~ Abreu, Natalie

I~ Acheampong, Atta

[~ Admin, DMV

[~ Admin, ETP

[~ ADMIN, 1AM

™ Admin, NYESS-DVA

™ Admin, Robo Call Result

I~ Administrator, Batch

™ Administrator, Middle Tier
I~ Administrator, SelfService
I~ Administrator, Superuser

Staff Assigned - - Webpage Dialog screen I

I Agnew_Barajas, Kelly
[ Agostini, Robert
I Aguirre, Fatima

I Aguirre-Correa, Luzelenia

Akers-Atkins, Melissa id
Keyword(s) Keyword(s) | Rotman Search Search button ¢!
Vv N

Select the appropriate name and click the OK button in the Staff Assigned - - Webpage Dialog
screen:

Staff Assigned - - Webpage Dialog screen I

fg Staff Assigned - Webpage Dialog

I Select Name

Kepword®) foman Seaich | < OK button -I

N
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The 4 activities and DVOP name will be visible.

DVOPS creating the initial caseload should not enter any dates before February 9, 2015. This
will identify any customer that received any of the four services by the selected DVOP or other
identified staff since the activities were created. If the system identifies too many results to
display, then add dates to lower the results.

DVOPs looking to maintain their existing case load and add newly identified DVOP eligible
veterans may choose to do so periodically by adding recent dates. Adding recent dates will
help minimize search results that may include veterans currently assigned to the case load.

PROVIDER EMPLOYER STAFF

Customer Detail Comp Assess Services

[<<[ <Tauick Search [ General Info | Education | Job Criteria | Text Search | Geographic [l Programs | List Search | epor > |>>]
=l

Select Test Type |

— Activities

y 4
Case Conference ACtiVities

DVOP Assessment Completed
DVOP Eligible/Service Referral

Staff Names or Names
From | 11/16/2015

Activity Staff

Follow-up DVOP Services Completed Thru | 11/20/2015
Activities Staff -
—Literacy/Numeracy Tests
Test E)(ISISI - I

Pre-Test Date From | Thru |

Post-Test Date From | Thru |
|—| 0S0S ID | Vet | Seeker Name | City | Phone |
| | | | | |

« s I o
Opiionsl §ealch‘ Search button I | Addito CL | | Postf'u"latchl Referl Activityl PIPA' Comments Correspondlﬂlﬂ;ewl
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Select the veteran or veterans to be added to the case load. The Add to Case Load button will
be accessible and available within all tabs of the Customer Search window.

Clicking the arrow next to the Add to CL button will access the Remove from Case Load button.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess Services Links
1-180f18 @»
[<<[ <Tauick Search [ General Info | Education | Job Criteria | Text Search | Geographic [issiall Programs | List Search | kepor > |>>]
Select Test Type | ;l
—Activities
Ca=ze Conference Eotman, Neil
DVOFP Assessment Completed
. . |DVOP Eligible/Service Referral mel
Activity Follow-up DVOP Services Completed Staff Thrul
Activities Staff -
—Literacy/Numeracy Tests
Test Existsl vI
Pre-Test Date From | Thru |
Post-Test Date From | Thru |

I ecker Name

[v | Albany 518-457-6586 | veter
B

I 555-555-5555

[l | NYD11440606 | Yes ;1a||nak Daniel J Testerville 518-456-5678 | kerry
I [NYO12619893 | Yes Malinak Eal  _ JAbany . |

B | NY012627320 | Yes l‘;1a||nak_ Jackie Albany

"] | 0 Aalinak - — =on

4

opiof] Add to Case Load button

Selecting veterans that are already in the case load and clicking the Add to Case Load button
will not create a duplicate listing.
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Click the My Case Load tab in the Staff Detail window of the Staff module. The added names
will not be visible in the case load until the Refresh button is clicked.

CUSTOME®, PROVIDER EMPLOYER Staff module
Staff Detail window EfCL1E

x [ReferralsIn [Fund Approval [Messages My Case Load tab

[Customer v || Det
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Once the Refresh button is clicked, the added names are visible. It is necessary to click the
Refresh button to confirm when customers and employer contacts are removed.

Remember to Save My Case Load when finished.

Users may select multiple customers or employer contacts, but may not combine individuals
from the two types concurrently when adding, removing or selecting the Detail button.

CUSTOMER PROVIDER EMPLOYER

Logout Preferences
Inbox [ReferralsIn [Fund Approval [Messages Hews
I Name Vet Type Date Added
| | Daniel Malinak Yes  |Customer 11/09/2015 |~
[7 | Trade Act Malinak Yes Customer 11/09/2015
7 | Vet Malinak Yes Customer 11/09/2015
I Albanyveteran Malinak o Yes Customer 11/09/2015
| |Bennie Malinak ! . Yes |Customer 11/09/2015
I |Jumper Malinak <€_ Added Customers | Yes |Customer 11/09/2015
[ |Jackie Malinak - Yes Customer 11/09/2015
I Jeffrey Malinak Yes Customer 11/09/2015
| |vet2 Malinak Yes |Customer 11/09/2015
[ | John Malinak Yes Customer 11/09/2015
[ |6.3.03 Malinak Mo Customer 04/1472015
[ | LitNum malinak MNo Customer 04/14/2015
| |Literacy Malinak No  [Custormer 04/14/2015
[ | EthnicityTest Malinak No Customer 04/1472015
[ | Ethnicity Test1.2.1 Malinak No Customer 04/1472015
[~ | Trade Act Test Malinak MNo Customer 04/14/2015
| |DHP Malinak No  |Customer 04/14/2015
[ | Youth Malinak Mo Customer 04/1472015
[~ [Mal Malinak Nao Customer 04/14/2015
[ | Snack Malinak MNo Customer 04/14/2015 jl
=T o o v - ~ . Aaiaainnar
TypeIA” - Assign to List | | Remove from Case [oad | Print |
Save button
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ADDING AND REMOVING VETERANS FROM AN EXISTING CASE LOAD

DVOPs may remove customers or employers from the case load from the My Case Load tab, as

well as other screens within OSOS.

Simply select the veteran(s) to be removed and click the Remove from Case Load button.

PROVIDER

Logout

EMPLOYER

Preferences

E Referrals In [Fund Approval My Cuse Load

My Case Load tab I

[ | Name | Vet | Type Date Added

[~ Vet Malinak Yes Customer 11/10/2015 -

B | Wildbill Malinak Customer 11/09/2015

[” | Trade Act Malinak Yes Customer 11/09/2015

[ | Daniel Malinak Yes Customer 11/09/2015

[~ |John Malinak Yes Customer 11/09/2015

[” |Bennie Maligak Yes Customer 11/09/2015

[ |Jag i Yes Customer 11/09/2015
Select veteran to remove Customer 11/09/2015

[ [Jum ﬁ Yes Customer 11/09/2015

[7 | Vet2 Malina Yes Customer 11/09/2015

[” | Albanyveteran Malinak Yes Customer 11/09/2015

[~ |Westchester Malinak MNo Customer 04/14/2015

Bl | Youth Malinak Customer 04/14/2015

[7 | Trade Act Test Malinak Mo Customer 04/14/2015 |

[ | State-Grant Malinak Mo Customer 0411472015

[ |Snack Malinak MNo Customer 04/14/2015

[~ [Mal Malinak MNo Customer 04/14/2015

[ | LitNum malinak Mo Customer 0411472015

[ |6.3.03 Malinak Mo Customer 0411472015

!: 6.4.00 1/2 Malinak - No Customer 04/14/2015 LI

I Remove from Case Load button Remove fiom Case Load | Print |

Save | Refresh |
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The OSOS Error Message - - Webpage Dialog popup will appear requesting confirmation to
remove the customer from the case load.

If the customer is to be removed, click the OK button.

/2] 0S0S Error Message -- Webpage Dialog OSOS Error Message - - Webpage Dialog I X|
0SO0S Error Message

Do you really want to delete the selected record(s)? ﬂ

oK button 301 Gl

Remember to Save My Case Load when finished.
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Select any customer or employer contact and click the Detail button to navigate to the
veteran's or employer's General Info tab.

CUSTOMER PROVIDER

Logout

Wildbill Malinak

EMPLOYER

Preferences

Customer

11/10/2015

11/08/2015

7 | Trade Act Malinak Yes Customer 11/09/2015
[ | Daniel Malinak Yes Customer 11/09/2015
| [John Malinak Yes |Customer 11/09/2015
[ |Bennie Malinak Yes Customer 11/09/2015
[ | Jackie Malinak Yes Customer 11/09/2015
I Jeffrey Malinak Yes Customer 11/09/2015
| [Jumper Malinak Yes |Customer 11/09/2015
[ | Vet2 Malinak Yes Customer 11/09/2015
[ | Albanyveteran Malinak Yes Customer 11/09/2015
[~ |Westchester Malinak No Customer 04/14/2015
| [ Youth Malinak No  |Customer 04/14/2015
[ | Trade Act Test Malinak No Customer 04/14/2015
[ | State-Grant Malinak No Customer 04/14/2015
[ | Snack Malinak No Customer 04/14/2015
| [Mal Malinak No  |Customer 04/14/2015
[ | LitNum malinak No Customer 04/14/2015
[ 6.3.03 Malinak No Customer 04/14/2015
[~ |6.4.00 1/2 Malinak No Customer 04/14/2015
=TT T " —~ a4 4o
I Detail button Detail | Assigntolist | v |  RemovefomCaseload | Piint |

A user may only see their own My Case Load and not the case loads of another user.

A customer and employer contact may be included in more than one staff person's

case load.
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OPPORTUNTIES TO ADD OR REMOVE VETERANS FROM THE CASE LOAD

When a DVOP is searching or in an individual customer record, there are numerous
opportunities where that veteran may be added to a caseload.

Veterans and employer contacts may be added from any Search tab. The gray row of buttons
at the bottom of every Customer Search window remains the same for each tab:

Customer Search window Services JobZone

(<< < et General info [E ducation | Job Criteria | Text Search | G eographic [ Activities) [Repor>T>5]

— Customer SSN—————— ~ Customer ID
SSN 1 I D1 I
Enter or paste one or ;I Enter or paste one or ;I
more SSNs. more Customer IDs.
Partial SSNl
Last Namel malinak
First Name|vet
Middle Iniliall
Birth Datel
Usaemamel
Molel MOIBl
[ 0SOSID Vet Seeker Name City Phone
Bl | NY0D12871512 | Yes Malinak, Vet Albany 518-457-6414 | Vetr
[~ | NY013062109 | Yes | Malinak, Vet2 Albany 518-457-6586 | vet2(
d | Remove from C | ﬂ
%I Add to Case Load button Addioct [+] o Remove from Case Load arrow h|
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The General Info tab within the Customer Detail window has a button towards the middle of
the screen to add to the case load if not already added.

There is no need to save the record.

There is no opportunity to add or remove customers from any Comprehensive Assessment or
Services tabs.

PROVIDER

Customer Search  Customer Detail <€
Malinak, Vet

JobZone

NN R ]l ive [Work Hist. JEd/tic [ Skills [Saved Searches [ Activities | Comments | Tests [Prin > >>]

— Customer Data
@ SSN | estatis[Acive | wlob Seeker|Acive ~| Ethnic Heritage & Race |
OUSemameI malink12 wPassword |Vet1234 Merge |
wlLast Name| Malinak @First Name |Vet Mll —Education & Employment
) @Education Level
Date of Birth[01/12/1991 | @Gender | Male ~| @Portfolio Lvl.| JobZone Adutt ~ IGED”“’ oneve -
1 Fs
OMdreSSI 10 Main Street 1 |leschool Status
I I Not attending school: H.S. Graduate ;I
#City| Albany @State | New York | ezip| 12206 @Employment Status
County| Albany 1 /Country | United States ~| Metro] ] | Not Employed =l
Phone | 518-457-6414 | Ext. | Alt | Ext. | Fax | — @Contact Preferences
Email | Vet malinak@gmail.com ||V 'usePostal [ ' Fax
URL| JI/| T PriPhone ¥ Email
[~ Alt. Phone Resume Contact Info
*US. Citizep [+
emoimed Add to Case Load button Addto Case Load _ |
— Customer Assignment }
Staff Assigned| DOUGLAS-DUFFY. KERRY | change| = | Registered| 12/09/2014
WIB Assigned | Albany/Rensselaer/Schenectady Counﬁesi Origin
Agency| Deparment of Labor | Change Profiled l:l
Office| ALBANY | _ Office Profled Date] |
ul Claimantl ;I Wiork Search Becord | Internet Resume | Confidential |
Save | StartMatch | Sergicesl Comp éssessl Activity | LA. Referrals | Conespondl VR | Retto Srch | Cc | Tag| R l Schedl Message
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If the customer is already included in the case load, then the button changes to Remove From

Case Load.

Customer Search
Malinak, Vet

JobZone

@Job Seeker Adive  ~ Ethnic Hertage & Race |
wllsername malink12 @Password Vet1234 I'-Iurgel
sLastName Mainak FirstName Vet M Education & Employment
Date of Bitth 01/12/1991  eGender Male ~ @Portfolio Ll. JobZone Adut v TSEE{;"mo" Level .
@Address 10 Main Strest & @School Status
Mot attending school; H.S. Graduate
@City Abany @State MNew York * @Zip 12206 | @Employment Status
County Abany ~ Country United States - Metro  ~ | ||| Net Employed -
Phone 5184576414 Ext Alt Ext Fax ~ @Contact Preferences
Email Vet.malinak @gmail.com [lusePostal [ ] Fax
URL |1 ] Pri. Phone Email
#U.5. Citizen J Phone Resume Contact Info
__Enollments | JZ/CZ Manager | Remove from Case Load Remove from Case Load button
~ Customer Assignment 1
Staff Assigned DOUGLAS-DUFFY, KERRY | Change | = | Registered| 12/09/2014 |
WIB Assigned Abany/Rensselaer/Schenectady Counties Origin
Agency  Deparmert of Labor I{h_ml Profiled
Office’ ALBANY | Office Profled Date. |
Ul Claimant | s e Flaced Internet Resume || Confidential ||

Save | Start Match | Services| Comp Assess | Activity

|.A. Referrals | Comespond

IWR | Betto Srch | Comments | Tag | Resume | Sched | Message
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Once the customer has been removed from the case load, the message Record Removed will
appear in the top right hand corner and the Remove from Case Load button will be replaced
with the Add to Case Load button.

There is no need to click the Save button.

PROVIDER EMPLOYER STAFF

Customer Search " Customer Detal Comp Assess Services S JobZone

Record Removed

Malinak, Jackie SSN: *-*"-0010 Record Removed

(<< LB D AddTinfo [Pams PA Objective [Work Hist. [Ed/Lic [ Skilis [ Saved Searches [ Activ seS [ Comments | Te sts [Prinl > >>]
— Customer Data
- ﬂl #Status I Active jv #Job Seeker I Active jv Ethnic Heritage & Race |
wUsername| 354jackie @Password | password354 Merge |
wlLast Name| Malinak #First Name | Jackie Ml I_ —Educati_on & Employment
Date of Birlh| 06/15/1993 @ Gender | Female ;l wPortfolio Lvl. Im I:E(:Blr‘::te'?:;e(:?alduate ;I
@Address | Building 12 I} PR
I I Mot attending school H.S. Graduate ;I
#City | Albany asmtel New York =l @Zip | 12240 #Employment Status
Counlyl Albany ;l Countryl United States ;l Metrol ;l I Employed - Revd Motice ofTerminatior;I
Phonel Ext. | Alll Ext | Faxl — @Contact Preferences
Email |1 ¥ usePostal [ Fax
URL| | T PriPhone T Email
[~ Akt Phone Resume Contact Info |
@U.S. Citizen v

Enroliments |JZ.-‘CZ Manager [

Add1o Case Load Add to Case Load button reappears I

— Customer Assignment |
SlaffAs‘Signed| zzzDouglas, Sarah (Inactive) | Changel - | Registered | 05/14/2013
WIB Assigned | Albany/Rensselaer/Schenactady Counﬁesi Origin
Agencﬂ Capital District WAE | Change Profiled I:I
Oﬁ'lce| Albany Career Central | Office Profiled Date l:l
ul Claimant| ;I Work Search Record | Internet Resume ¥ Confidential
Save | StartMatch | Sergicesl Comp éssessl Activity | LA Referrals | Conespondl VR | Retto Srch | Cc ts | Tag| R ! Schedl Message

The same availability to add and remove employer contacts exists within the Employer module.
However, there are no opportunities to add providers or contacts in the Provider module.
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SORTING MY CASE LOAD
Sorting in the My Case Load tab defaults to the Date Added column.

CUSTOMER PROVIDER EMPLOYER

Logout Preferences

Inbox |ReferralsIn JFund Approval [Me ssages
r Name Vel Date Added ) Date Added
| | vet Malinak Yes Ustomer 111102015 |~
[ | Wildbill Malinak Yes Customer 11/09/2015
[ |Daniel Malinak Yes Customer 11/09/2015
[~ | Trade Act Malinak Yes Customer 11/09/2015
| |Jeffrey Malinak Yes  |Customer 11/09/2015
[ |Albanyveteran Malinak Yes Customer 11/09/2015
[ |Vet2 Malinak Yes Customer 11/09/2015
I Jumper Malinak Yes Customer 11/09/2015
| |John Malinak Yes |Customer 11/09/2015
[ |Jackie Malinak Yes Customer 11/08/2015
[ |Bennie Malinak Yes Customer 11/09/2015
[~ |Ram infotech Solutions - Harinath K Employer Contact 09/22/2015
|||_ Ram infotech Solutions - Ram Prabhu Employer Contact 09/22/2015
[~ |Abbott House - Harold Coles Employer Contact 05/01/2015
" |ABC International - Ben Vaneer Employer Contact 05/01/2015
[~ |DHP Malinak MNo Customer 04/14/2015
| [Youth Malinak No  |Customer 04/14/2015
[ | State-Grant Malinak No Customer 04/14/2015
" |Westchester Malinak Mo Customer 041472015
[~ |6.4.00 1/2 Malinak MNo Customer 04/14/2015 LII
= P Tr— r — e ammar
Type I All ;I [Detail | Assign o List | | Remove from Case Load | Print |
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You can sort the information by clicking any column header. In the example below, the Name
column header was clicked and the information was sorted by the first name in ascending
order. Because All was selected as the Type, the example displays both customers and

employer contacts.

CUSTOMER PROVIDER

Logout

I Vet Type Date Added
’F 599 Malinak Mo Customer 04/1472015
[ |6.3.01 Malinak Mo Customer 04/14/2015
[ |6.3.03 Malinak No Customer 04/1472015
[~ |6.4.00 1/2 Malinak — MNo Customer 04/14/2015
| | Abbott House - Harold Coles a Employer Contact 05/01/2015
[ |ABC International - Ben Vaneer 3 Employer Contact 05/01/2015
[ | Albanyveteran Malinak 3 Yes Customer 11/09/2015
[~ |B J Malinak g'- MNo Customer 04/14/2015
| |Bennie Malinak oa Yes |Customer 11/09/2015
[ | Daniel Malinak o Yes Customer 11/09/2015
[ | DHP Malinak 3. No Customer 04/1472015
I |Ethnicity Test1.2.1 Malinak Ay 4 No  |Customer 04/14/2015
| |EthnicityTest Malinak N /7 No  [Customer 04/14/2015
I |Hopelessly Lost N No  |Gustomner 04/14/2015
[ | Jackie Malinak Yes Customer 11/09/2015
I Jeffrey Malinak Yes Customer 11/09/2015
| [John Malinak Yes  |Customer 11/09/2015
[ | Jumper Malinak Yes Customer 11/09/2015
[ | Lit Malinak No Customer 04/1472015
[ Customer 04/14/2015

Literacy Malinak

Mo

Customer
Employer Contacts
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Clicking the Name column header a second time will reverse the sorting so that it appears in
descending order.

CUSTOMER PROVIDER EMPLOYER

Logout Preferences
Inbox | Referralsin | Fy==="A==rasesi
[ Vet Type Date Added
’F Youth Malinak No Customer 0471472015 |~
[~ | wildbill Malinak Yes Customer 11/09/2015
[ |Westchester Malinak — No Customer 04/14/2015
[ | vet2 Malinak |w] Yes Customer 11/09/2015
| [vet Malinak 2 Yes |Customer 11/10/2015
[ | Veronica Young 8 No Customer 04/14/2015
[ | Trade Act Test Malinak g_ No Customer 04/14/2015
[~ |Trade Act Malinak 5’ Yes Customer 11/09/2015
|||_ Testcase Selectiveservice (] No Customer 04/14/2015
[ | State-Grant Malinak 9 No Custormer 04/14/2015
[ | Snack Malinak % No Customer 04/14/2015
[~ |Ram infotech Solutions - Ram Prabhu‘ = 7 Employer Contact 09/2212015
|||_ Ram infotech Solutions - Harinath K \ / Employer Contact 09/2212015
[ | Mal Malinak 4 No Customer 04/14/2015
[ | LitNum malinak No Customer 04/14/2015
- Literacy Malinak No Customer 04/14/2015
| [ Lit Malinak No  |Customer 04/14/2015
[ | Jumper Malinak Yes Customer 11/09/2015
[ | John Malinak Yes Customer 11/09/2015
II_ Jeffrey Malinak Yes Customer 11/09/2015 L"
Type I All ;I Detail | Assign to List | | Remove from Case Load | Print |
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PRINTING AND EXPORTING MY CASE LOAD LIST
From the My Case Load tab, click the Print button to either print or export the case load.

Only the four visible columns from My Case Load will print or export to the Excel spreadsheet.

CUSTOMER PROVIDER EMPLOYER

Logout Preferences

Inbox [ReferralsIn [Fund Approval [Messages

I Name Vet Type Date Added

| | Daniel Malinak Yes |Customer 11/09/2015 |
" | Trade Act Malinak Yes Customer 11/09/2015

[ | Vet Malinak Yes Customer 11/09/2015

I Albanyveteran Malinak Yes Customer 11/09/2015

| |Bennie Malinak Yes |Customer 11/09/2015

[ | Jumper Malinak Yes Customer 11/09/2015

[ | Jackie Malinak Yes Customer 11/09/2015

- Jeffrey Malinak Yes Customer 11/09/2015

| |vet2 Malinak Yes |Customer 11/09/2015

[ | John Malinak Yes Customer 11/09/2015

[ |6.3.03 Malinak Mo Customer 04/1472015

[ | LitNum malinak MNo Customer 04/14/2015

| | Literacy Malinak No  |Customer 04/14/2015

[ |EthnicityTest Malinak No Customer 04/1472015

[ | Ethnicity Test1.2.1 Malinak No Customer 04/1472015

[~ | Trade Act Test Malinak MNo Customer 04/14/2015

| |DHP Malinak No  |Customer 04/14/2015

[ | Youth Malinak Mo Customer 04/1472015

[ | Mal Malinak Mo Customer 04/1472015

I [orck e oo | gwaznis_|

TypeIA” =1 Betail | Assign to Listl | Remove from Case Load Print Print button I
|
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To print, click the Print button.

To export, click the Export button.

(Q Print Case Loads - Webpage Dialog il
Customer Case Load for "Rotman, Neil" —
11/10/2015
Name Vet Type Date Added
Vet Malinak Yes Customer 11/10/2015
Wildbill Malinak Yes Customer 11/09/2015
Trade Act Malinak Yes Customer 11/09/2015
Daniel Malinak Yes Customer 11/09/2015
John Malinak Yes Customer 11/09/2015
Bennie Malinak Yes Customer 11/09/2015
Jackie Malinak Yes Customer 11/09/2015
Jeffrey Malinak Yes Customer 11/09/2015
Jumper Malinak Yes Customer 11/09/2015
Vet2 Malinak Yes Customer 11/09/2015
Albanyveteran Malinak Yes Customer 11/09/2015
Westchester Malinak Mo Customer 04/14/2015
Youth Malinak MNo Customer 0411472015
Trade Act Test Malinak No Customer 041472015
State-Grant Malinak No Customer 04/14/2015
Snack Malinak Mo Customer 041142015
Mal Malinak Mo Customer 04/14/2015
LitNum malinak Mo Customer 04/14/2015
6.3.03 Malinak MNo Customer 0411472015
6.4.00 1/2 Malinak No Customer 041472015
DHP Malinak No Customer 041472015
Ethnicity Test1.2.1 Malinak Mo Customer 04/14/2015
EthnicityTest Malinak Mo Customer 04/14/2015
Literacy Malinak Mo Customer 041142015
599 Malinak No Customer 0411472015
B J Malinak No Customer 041472015
Hopelessly Lost Mo Customer 04/14/2015
Testcase Selectiveservice Mo Customer 04/14/2015
Veronica Young Mo Customer 041142015
Lit Malinak No Customer 0411472015
6.3.01 Malinak No Customer 041472015
I Print button Print| Cancel | Export Export button I
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When printing, the Print pop-up will appear. Select the desired options and click the Print
button. The list will open in an Excel spreadsheet, which may be saved to the desktop or any
folder.

The Export button will navigate the user to the Save/Open File - - Webpage Dialog screen.
When exporting, you have two options:

1. Save As
2. Open

Selecting Open and clicking the OK button will immediately open the case load in an Excel
spreadsheet. Once the Excel spreadsheet is open, it may be saved to the desktop or any
preferred folder.

(g Save/Open File — Webpage Dialog

Print Case Loads

(" Save As: DiFECtGI'YI Erowse |
File Namel LSV

® Open

Selecting Save As requires the entry of a Directory and File Name.
If the Directory is known, it may be keyed in to data field.
If the Directory is not known, then select Browse button:

(g Save/Open File — Webpage Dialog

Print Case L oads

@ Save As: Directory | | Browse button Browse |
File Namel LSV

" Open
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The Browse For Folder pop-up will appear

Browse For Folder

Choose a folder to export Print Case Loads Results

& Local Disk (C:) ||
| EVM
kI

| MsOCache |
| Oracle
| Oracle_32bit

| PerfLogs
] Dirmmr—nn Cilne >

Folder: IanaI Disk (C:)

Make Mew Folder | OK button

v

Scroll through the folders and select the preferred folder or create a new folder.

Click the OK button.

Browse For Folder ﬁl

Choose a folder to export Print Case Loads Results

| Travel Vouchers —
| uB
|
| WARN
| Webinars

| Webpostings

.
AL WA hd
< | | 3

Folder: I Veterans

I Select any folder

I Make New folder button Make New Folder | OK Q)K button I
y/
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Enter a unique name for the file and click the OK button:

(E SavefOpen File — Webpage Dialog il
Print Case L oads
@ Save As- Dire{:loryl C:‘LUsers\USANDRWeTeranM Browse |

File Name [ Case Load 11272015 Unique File Name I
T Open

0 care|

The file will not automatically open as when the Open option is selected. It is
necessary to open Excel and select the spreadsheet from the folder.

The columns will need to be resized to view the data. The Count at the bottom of the
spreadsheet provides the number of individuals in the case load.

ng\, H92 ¢ -S02&)- osos..csv [Read-Only] - Microsoft Excel Excel Spreadsheet I -@x

j Home Insert Page Layout Formulas Data Review View Developer

@ -
E * Calibri Sl AT = ;” ;9/~| S Wrap Text General - ij‘ % _l_;"dl Em ?‘ LE—_‘ ; ° ﬁ
B - I

Paste B 2 U ||| - A=

Formatting = Table = Styles ~ = = @~

x

i

iE 5| & Merge & Center - ||| $ - % s || %3 ;99| Conditional Formatas Cell Insert Delete Format é_ir't& 5Fir‘ﬂdct&
o ilter = Select ~

Clipboa.. ™ Font E] Alignment E] Number E] Styles Cells Editing
L
Al - ( £| g 1

¥

A wize columns to view data | .k [ L [ mMm N ] o
Customer | Neil'
HEHEHE

1

2

3

4 |Name Vet Type Date Added
5 |Vet MalingYes Customer ##HH#H#HHH#
6 |Wildbill M]Yes Customer ########
7 |Trade Act |Yes Customer #HH#HHHH
8 |Daniel Ma|Yes Customer ########
9 |John MaliffYes Customer ##HHHHHE
10 |Bennie Mg Yes Customer Hi##HEHE
11 |Jackie MalfYes Customer ##HHHH
12 |leffrey MgYes Customer #H######
13 |Jumper M{Yes Customer HiH#HEHE
14 |Vet2 Malir|Yes Customer ##HH#H#HHH#
15 |AlbanyvetdYes Customer ########
16 |WestchesNo Customer #HH#HHHH
17 |Youth Mal|No Customer ########
18 |Trade Act |No Customer #HH#HHHH
19 |State-Grar|No Customer Hi##HEHE
20 |Snack Mal|No Customer ##HHHHHE
21 |Mal Malin{No Customer #####H##
22 |LitNum mgNo Customer #HH###H#EE
23 16.3.03 Ma|No Customer #H##H#HHH
24 16.4.00 1/2|No Customer ####H#H#H##
25 |DHP Malin{No Customer ##HHHHE
26 |Ethnicity T|No Customer #H####H##
27 |EthnicityTdNo Customer #i
28 |Literacy M|No Customer HESHH#HHE
29 |599 Malin{No Customer ##HHHHHE
4 4« » ¥ | osos. 7 [
Readyr = T Average: 42318 Count: 35

ol = |
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CUSTOMIZING THE EXPORTED MY CASE LOAD EXCEL FILE

If more information is desired, such as the city where the customer resides, telephone number
or email address, then run a search and include My Case Load in the Customer Search criteria.

To begin searching for specific customers, first click the Options button at the bottom of any
Customer Search tab to access the Customer Search Result Columns - - Webpage Dialog

screen.
PROVIDER EMPLOYER STAFF
Customer Detail Comp Assess Services JobZone
[<<] < il timiadl G eneral Info | Education | Job Criteria | Text Search | Geographic | Activitie s | Programs Customer Search tabs
—Customer SSN——— — Customer ID
SSN1 | D 1 |
Enter or paste one or ;I Enter or paste one or ;I
58Ns=. Cust IDs.
more 3 more ustomer 3 Panlal SSNI—
LaslName|
First Namel
Middle Initial|
Birth Datel
Usaemame|
I [
Mmel MOIBl
|—| 0S0S ID | Vet | Seeker Name | City | Phone |
| [ | | | |
< | | )
Options 0ptions button In.to Listl | Addto CL | | PostMatchl Referl Activiryl P,’PAl Comments Correspondlﬂl Hewl
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Select the information for the spreadsheet by checking the box next to the desired data.

Select a number to designate the order in which the information should appear.

These preferences may be saved for future searches by checking the box next to Set as My
Defaults and clicking the Save button.

As the information and order are selected, it will appear in the column header.

/2 Customer Search Resuit Columns - Webpage Dialog Customer Search Result Columns - - Webpage Dialog I

Result Colurms (77, {iTTRY
--Customer Identification—- [~ Address 2 [ Expires [ Farmwk Threshold I Third Shift
v 0sos D 1~ city |4 | -Education/Employment— [~ Farmwork Type [~ split Shift
[~ ssn [~ state [ Education Level --Military / Selective Service— | Rotating Shift
™ Usemame [~ ZIP Code I~ School Status [~ Service Veteran --Employment Objective--
[ Seeker Name 3 'l I County I Employment Status [ Vet Status I Empl. Objective
[~ Last Name ™ country -—-Custgmer Assignment-—- | [ Veteran Era [~ Desired Job Title
™ First Name ™ Metro I - From ™ Add'l Skills Text
M % Phone [5 Sort Order numbﬂThru ~Drivers License—
IV Vet 2 ;l [ Ext. [ red I Current Housing I Driver Flag
[~ SSN Not Provided ™ Alt Phone I Modify Time [~ current Housing (2) [ License Class
[v Status 7 ;l [~ At Ext [ Origin [~ senice Disability I License State
C ot I~ Fax I Origination Method [~ Campaign Veteran I Air Brakes
Select Information v Email 6 ~||I” ulClaimant [ In Country [ School Bus

[ URL I Profiled [~ Type [~ Motorcycle

[ Date of Birth [~ At URL [ Profiled Date [~ Branch [™ Doubles/Triples
--Program Enroliments-- |~ Third URL I Internet Resume [~ Selective Service? ™ Haz. Materials
[~ Pgm CMSA --Contact Preferences-- [ Corfidential [~ Selective Service # [~ Pass Transport

[ PgmcCMSS ™ Use Postal —Programs-- —-Employment Preferences— [~ Tank Vehicle
u Pgm WIA [~ Pri. Phone ™ Lower Living Flag [~ Work Week [~ Tank Hazard

™ PgmwsiO ™ Alt. Phone ™ Income 70% LLSIL [ Duration

u Pgm TAA I~ Fax ™ Local Priority [~ Salary

[~ Pgm LX [~ Email I Disability Status [~ Pay Unit

[~ Pgm SSY —Citizenship-- I Disability Category [ Norm. Salary

™ Pgm sSSP [ u.s. citizen [ Migrant / Seas Wkr [~ Date Available
—Contact Information—- [ Alien Reg # I Migrant Class I First Shift

™ Address 1 ™ Permanent I Empl. in Farmwork [~ second Shift

0SOSID | Vet Seeker Name City Column Header
|

I

<

Save button [howiyDefadts |  ShowSystem Defauts |

I Set as My Defaults Setas My Defauts
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Navigate to the Customer Search window and the List Search tab.
Select the MY Caseload option.

Click the Lookup List button.

PROVIDER EMPLOYER STAFF
Customer Search window Services

Select My Case Load
= % e |

[|[Tosos | ver| T SeskerName ||
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The user's caseload will appear as the only list.

PROVIDER EMPLOYER STAFF

Customer Detail Comp Assess Services

ch jGeneralinfo |Education § Job Criteria | Text Search j Geographic | Activitie s j Programs

I |Abany Career Central _|[Rotman,Nel _[Customer Case Load for Rotman, 1§ My Case Load List | |
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Select the list.

PROVIDER 'LOYER STAFF

Customer Detail Comp Assess Services JobZone

yities j Programs

oad for Rotman Select My Case Load list
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Additional search criterion may be added to reduce the results to a portion of the records in My
Case Load. Staff assigned to multiple offices may prefer to limit the search results to customers
in a specific office.

This is useful when performing a customer match.

When all the search criteria have been selected, click the Search button.

PROVIDER EMPLOYER STAFF

Customer Detail Comp Assess Services JobZone

2 (T (RIS (R (ETe (e Geoanmne €  Geographic tab |1 (Eie &

~ Internal Use / — Cust Match
Assigned Offices Assigned Offices I Zip Code
I Albany Career Central ] ;l I
I Warren County Employment & Training = I ;I I
| GLENSFALLS - =l I
| SCHENECTADY = =l |—|
| = | =]
|—| 0S0S ID | Vet | Seeker Name | City | Phone |

"] [ | | |

< . | ol
p_dions §ealch‘ Search button Il | Add to CL | | PostMatchl Referl Activityl P,‘PAl Comments Correspondlﬂlﬂ;ewl
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PROVIDER

Customer Detail

EMPLOYER

Comp Assess

STAFF

Services

 Customer Search JobZone

1-320f32
[<<[ <Tauick Search | General Info | Education | Job Criteria | Text Search | Geographic | Activities | List Sewrch (070060 04
1-10f1
Office Staff List Name Created Statewide Shared
[& |Albany Career Central ~ |Rotman, Neil Customer Case Load for Rotman, | 04/13/2015 No
Individual Lists
" Show Only My Lists " Show Statewide Lists
Lookup List " Show Lists in My Office " Show Individual Lists
" Show All Office Lists " Show Both
® My Case Load
[ 0OSOS ID Vet Seeker Name City Phone Email
[ | NYO12619868 | No Lost, Hopelessly albany Active
[ | NYD12815858 | No Malinak, 599 Albany 518-457-0000 malinak@yahoo.com Active
[ | NY012743917 | No Malinak, 6.3.01 Albany 518-485-1111 6.3@yahoo.com Active
[~ | NY012809350 | No Malinak, 6.3.03 albany 518-457-0000 malinak@yahoo.com Active
[ | NY012972935 | No Malinak, 6.4.00 1/2 albany me@yahoo.com Active
[ | NY013062107 |Yes | Malinak, Albanyveteran Albany 518-457-6586 veteran@yahoo.com Active
[ | mynns7192389 | N Malinak R .1 Alhanv TRATRT-ATTT himalinaki@msn rom Artive
| i
Gpﬁonsl Search | - | Qleall Detaill Asgn. to Listl | Addto CL | | Postf'u"latchl Referl Activityl P,’PAl Commentsl Correspondl I‘\J’Rl Hewl

You may then select one or more customer records to export to an Excel spreadsheet as
described earlier in this guide.

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
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