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PURPOSE

Staff-assisted Adult and Dislocated Worker Career Center customers must have a complete
customer record (Employability Profile) entered into the One Stop Operating System (OSOS)
within 5 days of the Initial Assessment. The purpose is to ensure that the customer maximizes
the opportunity to secure employment.

The information contained in the Employability Profile enhances the customer's employment
options by:

® ensuring a proper assessment,
e forming the basis for a quality resume, and
e improving the job matching and referral services

OSOS DATA ENTRY
The Employability Profile requires data entry in three OSOS tabs:

e Objective Tab
e FEd/Lic Tab
e Work History Tab
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GENERAL INFO TAB

that will require staff to update.

PROVIDER

Customer Search

The system will automatically create an OSOS record or update an existing record whenever a
customer files for unemployment insurance benefits. This record may contain various defaults

When meeting with the customer, staff should review the record and update any information
that is no longer current. As a best practice, staff must specifically look to see that the TCC,
Update in the Staff Assigned item has been changed to an actual staff person that may be
providing service to the customer. The TCC Batch Job default entry in the Office item must be
changed to the customer's local Career Center or service provider. This will inform other staff
and offices who the primary service provider is, or was.

Click the Change button to select the name of the staff person assigned to the customer.

EMPLOYER

Comp Assess

STAFF

Services

HELP
JobZone

Date of Birth| 11/19/1990  @(Gender | Male

SERVICE, CUSTOMER SSN: *-"-3434 0S0S ID: NY012725843 1 of1
[<<] < il Add T Info | Pams PA] Objective [Work Hist. JEd/Lic | Skills [ Saved S earches | Activitie s Comments | Tests | Prin| > [>>]
— Customer Data

o ssN | estats[Acive =] wJob Seeker[Acive -] Ethnic Heritage 8 Race |

@Usemname| MNROGGGG @Password | Y0801 Merge |

@Last Name| SERVICE @First Name | CUSTOMER m[ —Education & Employment

=1 ePortfolio Lul. | JobZone Adult [+

#Education Level

I Bachelors or equivalent

|

@Address | 100 SMITH STREET

-

@School Status

I Not attending school: H.S. Graduate ;I

Staff Assigned

Agency| Deparment of Labor
Office| TCC Batch Job LOBD1_LO831 |

“City| SYRACUSE #State | New York =1 ezip[13206 #Employment Status
Counlyl Onondaga | COU““YI United States = Metrol | INotEmployed =]
Phone | 315-485-2222 | Ext. | Alt | Ext.| Fax| — @Contact Preferences -
Email | UNEMPLOYED@YAHOO0.COM || v usePostal | Fax
URL| /|1 PriPhone I Emai
™ Alt. Phone Resume Contact Info
@U.S. Citizen v
Enrollments | Jz/CZ Manager [~
— Customer Assignment

|B Assigned| NYSDOL - CO
__
[ Default

Claimantl Seek (Subjectto Work Search)

;I Work Search HE

nistered | 12/30/2013
orgin/Logacy |

Change button

Internet Resume Confidential [

§ave| Start Match | Sergicesl Compéssessl Activity | LA Refenalsl Conespondl NRl BettoSlchl Cc

‘-l Tag| R ! Schedl Message
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One-Stop Operating System

Clicking the Change button will navigate the user to the Staff Assigned - - Webpage Dialog
screen. Enter the name (Last name first) as the Keyword and click the Search button. If unsure
how the Last name starts, the user may scroll through the list to locate the appropriate staff
name.

2l Staff Assigned - Webpage Dialog

{0 L S Bl i

Search button

Select the name of the appropriate staff person and click the OK button.

A staff Assigned - Webpage Dialog

OK button
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Click the Change Office button to select the name of the office where the customer will report
for service.

— Customer Assignment
Staff Assigned| TCC. Update | change |
WIB Assigned| NYSDOL - CO |
Agency| Deparment of Labor .
Office| TCC Batch Job LOB01_LO831 | _ Office Change Office button I

ul Claimantl Seek (Subjectto Work Search) ;I Wark Search Rec

§ave| Start Match | Sergicesl Comp ﬂssessl Activity | LA Referralsl Correspondlﬂl_

Clicking the Change Office button will navigate the user to the WIB - Agency - Office Selector - -
Webpage Dialog screen. Enter the name of the office as the Keyword and click the Search

button. If unsure of the office name, the user may scroll through the folder listing to locate the
appropriate office.

Select the name of the appropriate office and click the OK button.

|
WH - Agency - Office Selector
“—~'NY3SDOL - CO ;I
|| Oneida/Herkimer/Madison Counties
—! Onondaga County
L' contractor
L) Cornell Cooperative Ext Assc of Onondaga
Department of Labor:
L] DVA - Division of Veterans Affairs
L) Iroquois Healthcare Association Inc

L] MACNY/Callahan Management Trng Ctr Inc
= Onondaga WAE

L I”" CNY Health Education Cntr Inc Onondaga
I [ Greater Syracuse Chamber of Co
I Onondaga CNY Works Inc
L [~ Women's Opportunity Center - Syral
L I 22zDNUZRLS Career Center-Onondaga
L westcott Community Center Inc

Select an office I

L Orange County
L Oswego County
.| oyster Bay/North Hempstead/Glen Cove

[ - TP Y S TP

Keyword(s) |

S eq
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Once the appropriate staff and office has been selected, click the Save button.

PROVIDER EMPLOYER STAFF HELP

Customer Search

Comp Assess Services JobZone
SERVICE, CUSTOMER SSN: 0308 ID: NY012725843 10f1
— Customer Data
o 55N | estatus|Acive x| wob Seeker|Acive Ethnic Heritage & Race |
wUsername| MNROGGGG @Password | NY0801 Merge |
@last Name| SERVICE @First Name | CUSTOMER i | —Education & Employment
= N
Date of Birth| 11/19/1930 .GendeIIM3|9 'I *Portfolio Lvl. | JobZone Adult = Sl Leve_l
I Bachelors or equivalent ;I
@Address | 100 SMITH STREET = [ P
I I Mot attending school; H.5. Graduate ;I
City[SYRACUSE @ State | New York ~| wzip[13206 #Employment Status
County | Onondaga _=| Country | United States | Metro| =] | Not Employed =
Phone [ 3154852222  Ext.| Alt | Ext. | Fax | — @Contact Preferences
Email | UNEMPLOYED@YAHOO.COM ||| usePostal I Fax
URL| <i[| T PriPhore [ Emai
[~ Alt Phone Resume Contact Info
#U.S. Citizen [
Enrollments |JZ.-'CZ Manager [
— Customer Assignment
Staff Assigned| Rotman, Neil | Change | Registered | 12/30/2013 |
WIB A'SSIgned| Onondaga County | Oligil
Agency| Onondaga WAE [ Change Profied | Yes |
Office| Onondaga CNY Works Inc || Office Profiled Datem
Cla-nilil Seek (Subjectto Work Search) ;I WorkSealchRecoldl Internet Resume | Confidential [
Save button | Retto Srch | comments | Tag |Resume- Sched | Message
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OBIJECTIVE TAB

The unemployment insurance system enters “To Be Updated” as the default, which must be
changed to meet the Employability Profile measure.

The unemployment insurance system enters “99999999” "For API-use Only) as the default
O*Net. This must be deleted.

PROVIDER EMPLOYER STAFF
Customer Search  Customer Detail Comp Assess Services

HELP
JobZone

CASE, JUSTIN A. 0S0SID: NY014115893 @@ 4o0f6®®
[<<] <TGen. Info [AddTinfo i QOISO ed Searches|Activities | Comments | Te sts [ Prin{ > |>>]
— «Employment Objeg
TO BE UPDATED TCC Up|oad ||
— #Desired O*Net — @« Acceptable Job Locations
O%Net Title [99999999 | (For APl-use Only) O*Net Titles | —Maximum Zip Radius
Experience: Year(s) |{) Month(s) | 0 Within | 50 miles -] of ZIP {12123
™ |(For API-use Only) Automatically populated API O*Net |- ofzP]
— Or Anywhere in the following states ——
=) =]
Adda Job Tite | Delete Selection | skils | | =l
— Desired Employers | _:J
Company |
- | «] | - Or outside the United States 1
| =]
| =]
i (S 4| =]
Work Search Plan | Add an Employer | Delete Selection |
Save | StartMatch | Sergicesl Comp éssessl Activity | LA. Referrals | Conespondl VR | Retto Srch | Cc ts | Tag| R l Schedl Messagel
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The TCC system may enter a single O*Net and experience:

STAFF HELP

PROVIDER EMPLOYER

Customer Search o t Comp Assess Services JobZone
SERVICE, CUSTOMER SSN: = 0S0SID: NY012725843 1of1
< |Gen. Info [ AddT Info [Pgms/PA
— #«Employment Objective,
TO BE UPDATED Staff must change “To Be Updated” | =]
|-
— wDesired O*Net — @ Acceptable Job Locations
O*Net Title |435{)8103 |Stock Clerks- Stockroom, Warehouse, or Storagei 0*Net Titles | —Maximum Zip Radius
Experience: Year(s)[4  Month(s)[11 Within | 50 miles _~| of zIP [ 13206
| O"Net Title | Exp. (MO-M_.M_IQMPI
||_ |St0c|-( Clerks- Stockroom, Warehouse, or Storage Yard |59 ( TCC Upload | =l onIPl
N
—Or Anywhere in the following states
=l =]
AddaJob Title | Delete Selecion | skils | | =l
— Desired Employ | =]
Company |
— | «]| | -Or outside the United States 1
| =l
| =l
=) =l
Waork Search Plan | Add an Employer | Delete Selection |
|§avei Start Match iSergicesifComp éssessi Activity i| LA. Referrals i Conespondiﬁl Eetk} Srch i Comments i’T_ag||Resumei Schedi Messagel
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After conferring with the customer, staff must replace any default with an appropriate

objective. The objective should describe the type of work that the customer hopes to secure
and may include desires for occupational training.

Complete the Desired O*NET section. Where appropriate elaborate beyond a single job title
that may have been populated from the TCC system. The Desired O*Net must include:

e Filling out the Experience fields; and

e At least one of the Desired O*NET titles must match an O*Net title from work
history.

Click the Save button when finished.

PROVIDER EMPLOYER
Customer Search  Customer Detall Comp Assess

STAFF HELP

Services JobZone

SERVICE, CUSTOMER SSN: - 0SO0S ID: NY012725843 10f1
[<<] <]Gen.Info| Pams P [Activities) [Prinl > >>1
— «Employment Objective | |
Secure employment as a sto r oo industrial truck operator. ;ﬂ

Llso interested in securing entry®level position into the forestry and conservation fields.

[

— #Desired O*Net
O*Net Title [43508103 | Stock Clerks- Stockrool

Experience: Year(s) |4 Month(s) | 1

— @« Acceptable Job Locations
— Maximum Zip Radius

Within | 50 miles ~ | of ZIP [ 13206

O*Net Title Within | =l ofziP|
[ |Stock Clerks- Stockroom, Warehouse, or Storage Yard Wilhinl = o ZIPl
™ |Laborers and Freight, Stock, and Material Movers, Hand * . I
[ |Stock Clerks and Order Fillers Add O*Net Codes as approprlate
[~ |Foresters | =
Adda Job Title | Delste Selecion | Skils | | =
— Desired Employers | ;l
Company |
- | «] | - Or outside the United States 1
| =]
| =]
= =]
Work Search Plan | Add an Employer | Delete Selection |
Save button éssessl Activity | LA Refenalsl Conespondl NRl BetiDSlchl Cr ‘-l Tag| R ! Schedl Messagel
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WORK HISTORY TAB

Enter at least one complete entry.

For Ul customers, staff must replace “TCC Update” or “TO BE UPDATED” with a complete entry
describing the last position the individual held. A complete entry must have accurate
information in all required fields:

e Start and End dates, (unless still employed);
e Reason for Leaving;

e ONET Title;

e Job Duties; and

e Wage;

e Eliminate any duplicated work histories

PROVIDER EMPLOYER STAFF HELP
 Customer Detal Comp Assess Services JobZone

Customer Search

SERVICE, CUSTOMER 0S0S ID: NY012725843 10f1
[<<] <TGen. nfo T (T werknist. € Work History tab KIS (RS (6508 (HEN &
—Detail
@Job Title | STOCK CLERK TCC Upload O7Net Titles | O*Net Code |
@Employer | INGLIS COMPANY I% ICIUdE Online Start Dalelm.fZODS End Date|12m13
@Address [116 GRANGER ST I Supenvisor | P |
| #Wage]$ 001 | Other Wage Requires Correction I
@City | SYRACUSE ing| Lack of work
#State | New York TCC Up|oad '&;ILABT EMPLOYER ON TCC RECORD FOR UI ﬂ
@Country | United States -
Job Typel Full Time RR Event # Event |
NAICS | | |IINAIES Lookup
Job Company City Start End |
[~ STOCK CLERK INGLIS COMPANY INC SYRACUSE 01/2009 12/2013 d
[~ |Stock Clerks- Stockroom, Warehouse, | INGLIS COMPANY INC SYRACUSE 01/2009 12/2013
New Job Entryl Delete Selection |
Save | StartMatch | Sergicesl Comp éssessl Activity | LA Refenalsl Conespondl NRl Retto Srch | Cx ‘-l Tag| R ! Schedl Messagel
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Often an automated entry will not include an O*Net Title and Code and the job may be
duplicated as shown in the screen shot below:

PROVIDER

EMPLOYER STAFF HELP

JobZone

Customer Search Comp Assess Services

SERVICE, CUSTOMER SSN: 0SOS ID: NY012725843 10f1
[<<] <TGen. Info [AddTinfo [Pams/PAT Objective Ruslikul £ d/Lic [Skills [ Saved Se rehes [ Activities | Comments [ Tests [prin > 1>}
— Detail
|
@Job Title| TO BE UPDATED Select O*Net O*Net Titles | O*Net Code |
wEmployer [ INGLIS COMPANY INC Include online Start Date] 01/2000 3 #ate [1212013
@Address | 116 GRANGER ST v Supervisor| Phone | Ext. |
| @Wage| $0.01 | Other v | Hoursfweek |_
@ City | SYRACUSE @Reason for Leaving| Lack of work |
@ State | New York =l zip | '&;ILAST EMPLOYER ON TCC RECORD FOR UT ﬂ
OC(}untryI United States ;I @Job Duti =
Job TYDel FulTime | RR Event # Event |
NAICSI | | NAICS Lookup
LStag J__Fod |
[l |TO BE UPDATED INGLIS COMPANY INC Delete Duplicative TCC Uploaded History I
[ |Stock Clerks- Stockroom, Warehouse, | INGLIS COMPANY INC | = ooy RACasiE !
New Job Entry | Delete Selection |
Save | StartMatch | Sergicesl Compéssessl Acﬁvityl LA Refenalsl Conespondl NRl BettoSlchl Cc ‘-l Tag| R l Schedl Messagel
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Sometimes the O*Net Title and code will default to “(For APl-use Only)” with a code of all “9“s.
If an O*Net Title and code has been listed in the work history, it will auto populate the

Dislocated Worker section. The default entries from unemployment insurance are not
sufficient.

PROVIDER

EMPLOYER STAFF HELP

JobZone

Customer Search

Comp Assess Services

CASE, JUSTIN A. SSN: - 0S0SID: NY014116290 1of8® 0D
[<<] <TGen. nfo] msPA] Objective kbl Ed/Lic [ Skills [Saved S Activities | Comments [Prin > |>>]
— Detail
@Job Title | Stock Clerk Change O*Net @ O*Net Code [99999999
0Employer| Inglis Company Incorporated Include online Start Date | 01/20
wAddress |36 E 63rd St C Supervisor | hone [518-457-2000 Ext |
| @Wage|$ 15.75 | Hourly Hours/week [40~
@« City | Syracuse #Reason for Leavingl Category 1-DW
cstate| MNew York Zip I ﬁ;ISecurity / Driver ﬂ
*Country | United States @Job Duti =
Job Typel Full Time RR Event # Event |
NAICS | | || \NAICS Lookup
Dislocated Worker Information
@Qualifying Dislocation Datel 124312013 @ Tenul
O"Net at Dislocation | 99999939 || (ForAPluse only) € Change O*Net | |
NAICS | ] |
Job Company City Start End A
[" |Stock Clerk Inglis Company Incorporated Syracuse 01/2009 12!201y D licati
[~ |STOCK CLERK INGLIS COMPANY INC SYRACUSE 012009 |12201 2uplication
New Job Entryl Delete Selection |
Save | StartMatch | Sergicesl Comp éssessl Activity | LA. Referrals | Conespondl VR | Retto Srch | Cc ts | Tag| R l Schedl Messagel
0OSOS Guide - Employability Profile -11-
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REASON FOR LEAVING

Refer to the Reasons for Leaving Definitions Guide for more information.

A Category 1 — DW is an individual who:

layoff, from employment; and

Gen. Info tab; and

EMPLOY
Comp Assess

SSN:

PROVIDER

Customer Search

SERVICE, CUSTOM

has been terminated or laid off, or who has received a notice of termination or

is eligible for or has exhausted entitlement to unemployment compensation; or
has been employed for a duration sufficient to demonstrate, to the appropriate
entity at a one-stop center referred to in section 134(c), attachment to the
workforce, but is not eligible for unemployment compensation due to
insufficient earnings or having performed services for an employer that were not
covered under a State unemployment compensation law as data entered in the

is unlikely to return to a previous industry or occupation. Evidence to support
this can include Career Center staff assessment based on LMI, profiling score of
50 or higher, customer has exhausted Ul as data entered in the Gen. Info tab.

ER

Services

0SOS ID: NY012725843

STAFF

HELP
JobZone

10f1

I Exhaustee Ul Claimant| Exhaustee

<] < Ittt QUM CRTI Y ve [Work Hist. JEdTtic [Skills [Saved Searches [ Activities | Comments [ Te sts [prinl > -]
— Customer Data
@ SSN *Stat IACﬂVE 'I @Job Seeker I Active j‘ Ethnic Heritage & Race |
@Usemname| MNROGGGG @Password | NY0801 Merge |
wlLast Nar‘nel SERVICE wFirst Name I CUSTOMER MII —Education & Employment
= .
Date of Birth| 11/19/1990 | @Gender | Male | @Portfolio Lvl. | JobZone Adult ~ Educaion Level
I Bachelors or equivalent ;I
Y
OAddrESI 100 SMITH STREET 2 | @school Status
I I Not attending school: H.S. Graduate ;I
“City| SYRACUSE #State | New York =1 ezip[13206 #Employment Status
Counlyl Onondaga ~| COU““YI United States = Metrol | INOtEumYed |
Phone I 315-485-2222  Ext. I MI Ext. I Faxl — #Contact Preferences 1
Email | UNEMPLOYED@YAHOO.COM ||| ™ UsePostal [ ' Fax
URL] |1 PriPhone I Email
" Alt. Phone Resume Contact Info
#U.S. Citizen [v'
Enroliments | JZICZ Manager |
— Customer Assignment
Staff ASSIgned| TCC. Update | Change | Registered | 12/30/2013
WIB Assigned| NYSDOL - CO | Origin
Agency| Depariment of Labor | Changdm Profiled Profiled Status I
Office| TCC Batch Job LOB01_LO831 | _ofice} Profiled Date Profiled Date

t Resume | Confidential [

| §a\KStanMatch | Sergicesl Compéssessl Activity | LA Refeualsl Conespondl NRl BettoSlchl Cc

‘-l Tag| R l Schedl Message
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Customer Search stome:

PROVIDER

HELP
JobZone

STAFF

Services

EMPLOYER

Comp Assess

SERVICE, CUSTOMER

SSN: 73434

0SOS ID: NY012725843

10f1

[<<] <TGen. Info [AddTinfo [Pams/PA] Objective ikl £d/Lic | Skills [Saved Searches [ Activitis | Comments | Te ste [prinf > -]

—Detail

wJob Tillel Stock Clerks- Stockroom, W

arehouse, or Storage Yard O*Net Titles | @ O*Net Code | 43508103

“Employer | INGLIS COMPANY INC

Include online Start Datel 01/2009 End Date | 12/2013

wAddress [ 116 GRANGER ST [+ Supenvisor | Phone | Ext |
[ @\Wage| $ 15.75 aalcld
#City | SYRACUSE @Reason for Leaving slocated Worker option I
#State | New York =1 zip [13202 forTals and

#Country I United States

Job TYPEI Full Time - i

w@Job Duti

;I Category 2-DW mass layoff or closure j
Category 3-DW self-employed

Category 4-DW displaced homemaker

NAICS | |

Dislocated due to foreign trade

Fired

Dislocated Worker Information

#+Qualifying Dislocation Datel @Tenure (months)l

Lack of work
Medical/Health

O*Net at Dislocation | 43508103 | | Stock Clerks- Stockroom, Warehouse, or Stq gt:ner
NAICS | Il Retired ‘
Still employed
Strike
Job Company WTC Disaster Start End

& | Stock Clerks- Stockroom, Warehouse, | INGLIS ¢

01

12009

Complete the Dislocated Worker Information section. The O*Net at Dislocation data fields will
automatically populate from the title and code selected above.

Click the Save button when the data entry is complete.

[<<] <TGen. Info [AddTinfo [PamesPA] Objective ikl £d/Lic | Skils [Saved Searches [ Activities | Comments | Tests [prin > -]

—Detail

#Job Tillel Stock Clerks- Stockroom, Warehouse, or Storage Yard

O*Net Titles | @ O*Net Code|43508103

“Employer | INGLIS COMPANY INC

Include online Start Datel 01/2009 End Date | 12/2013

W

#Address | 116 GRANGER ST Supenvisor | Phone | Ext |
| @\Wage] $ 15.75 [ Hourly - Hoursiweek[40~
#City | SYRACUSE @Reason for Leaving| Category 1-DW =]

OStalel New York

Eeceive, store, and issue materials and

=l zip [13202

#Country I United States

Job Typel Full Time A i

«Job Dulie.c;l j

RR Event # Event |

product from warehouse.

=1

NAICS | |
Dislocated Worker Information

#Qualifying Dislocation Datel 12/31/2013 @ Tenure (months) | 59
O*Net at Dislocation | 43508103 | | Stock Clerks- Stockroom, Warehouse, or Storage Yard

NAICS | I |

Job Start End

122013

City

Company
Bl Stock Clerks- Stockroom, Warehouse, | INGLIS COMPANY INC

01/2009

New Job Entry | Delete Selection |

b Assess| Activity | LA Refenalsl Conespondl NRl BettoSlchl Cc ‘-l Tag| R l Schedl Messagel

Save button
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EDUCATION/LICENSE TAB

The Education/License tab does not receive data entry from the TCC upload.

When the DOB tab indicates the customer has a motor vehicle license, then the Driver License
information ensure that the details are listed in this section. The Driver License information is
used in Job Matching.

School Section must have at least one complete entry for customers who possess an Associate’s
Degree or more (i.e. Bachelor, Master or Doctorate). This information must match the
Education Information on the General Info tab.

PROVIDER EMPLOYER STAFF HELP
. Customer Detal Comp Assess Services JobZone
SSN: =**.3434 S ID: NY012725843

Education/Lic tab

Customer Search

SERVICE, CUSTOMER
[<<] <TGen. Info] [Objective [Work Hist. Llls

[Tests [prin > ]>>]

Driver License

® ves T No o(;[aSSICIassD(Operator] ;I State | New York

™ Pass Transport ™ Hazardous Materials |~ Tank Vehicle ™ Motorcycle Driver License Info I
™ School Bus ™ Doubles/Triples ™ Tank Hazard [ Air Brakes

Certificates / Licenses

| Certificate/License | Issue Date | Issuing Organization | State | Country |
| | | | | (=
I/
Add Certificate / License button I
Schools
| Course of Study | Issuing Institution | State | Country |
| | | | =
I
Add School button I
Professional Associations
Association Name Description | Date Received |
| | =
I/

Add Association

Add Professional Association button I
Save button éssessl Acﬁvityl LA, Refenalsl Correspol Rl BettoSlchl (&, ‘-l Tag|R l Schedl Messagel
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Clicking the Add School button will navigate the user to the Schools - - Webpage Dialog. Enter
the information into the data fields and click the Submit button. The green dotted fields are
required fields. Click the Save button when completed.

x|

School Information

@Course of Study | Environmental Sciences

#Degree | BA.
GPA | 260
Date Started | 09/2008

Date Completed |E+5,'2D12

w|ssuing Institution | SUMNY College of Environmental Science

City | Syracuse

#State | New York ]
Zip Code [13210 |
#Country | United States =]

I Submit button Submit | Cancel I
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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
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