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One-Stop Operating System

PURPOSE

The New York State Department of Labor (NYSDOL) has awarded a one million dollar grant to
The Ali Forney Center, the Hetrick-Martin Institute and the Lesbian & Gay Community Service
Center to provide extensive personalized services to young adult ex-offenders residing in New
York City (NYC). Services are designed to provide stabilization, career development, job
training, and placement services to unemployed ex-offender young adults. The young adults
may not have been convicted under adult Federal or State law and priority is provided to those
young adults that may be lesbian, gay, bisexual, transgender (LGBT) and/or homeless. The
program has been named Learning, Employment, Advancement and Placement (LEAP).

The contract is approved to start 9/1/2013 and end 2/28/2015.

BACKGROUND

Although OSOS is a comprehensive case management system, the LEAP program will use a
small portion of OSOS to record a participant's eligibility criteria, services received, and
outcomes.

0SOS requires special permissions to access the system. Questions and requests for assistance
with setting up a new OSOS account should be forwarded to OSOS.WDTD@I|abor.ny.gov.
Specific forms and training are required prior to receiving any permission. The information
within OSOS is strictly confidential. Individual users will not be given access to OSOS
information unless they have agreed, in writing, to maintain the confidentiality of OSOS
information, and their organizations have signed confidentiality agreements with NYSDOL.
Confidentiality policy and procedures are described in Technical Advisory TA 00-41.2.

Under no circumstances may a user's OSOS password be shared with another
individual.

0OSO0S permissions will remain in effect through 3/31/2015 to allow service providers enough
time to complete their data entry.

PROGRAM ELIGIBILITY

Youth aged 18 through 21 years

Reside in one of 5 NYC boroughs

Must be unemployed when enrolled into the LEAP program

Must be an adjudicated juvenile but not convicted of any adult crime
Must not be convicted of a violent or sexual offense
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ACCESSING OSOS

0OSO0S has specific minimum requirements for computers and connectivity settings. The specific
computer and connection information can be found at the OSOS validation screen, or in the
Accessing the OSOS System Guide, and OSOS Troubleshooting Guide. When accessing OSOS for
the first time, it is important to go to the validation site at https://osos.labor.ny.gov. Click the
“Click for the AOSOS Mediated Application” link to navigate to the login screen.

After accessing the login screen for the first time through the validation site, you may create a
shortcut to go directly to https://osos.labor.ny.gov/osos.html to login and skip the validation
site.
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OSOS STRUCTURE

OSOS is organized by a structure of modules, windows and tabs — similar to a series of folders
and subfolders. Each module contains a set of windows, and each window has a corresponding
row of tabs. Screens are displayed on the tab of a window in a module. The screenshot below
displays information from the Gen. Info tab of the Customer Detail window in the Customer
Module. Additional details describing the structure and navigational procedures of OSOS are
available in Navigating in OSOS.

PROVIDER EMPLOYER STAFF

Customer Search Customer Detail Comp Assess Services
“

[ 4 — — ————— —
ee| < Add'l Info | Objective [Work Hist. | EdiLic

Save | Start Match | Services | Comp ﬂssess| Activity | |.A. Refemals | Comespond | IVR | Betumto Srch | Comments | Tag | F{esume| Schedule
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REQUIRED DATA FIELDS

Green dots can indicate two different situations:

1. Green dots can indicate a required data field that must be completed before the
customer record may be saved. In the example below, all three data fields
below are required to save any active customer record.

— Education & Employment———————
Green Dot } @Education Level

@3chool Status

| [

@Employment Status

| =

2. Green dots may indicate a required field only if an initial data field is completed.
In the example below, the additional green dotted data fields in the work history
do not require completion unless the New Job Entry button is selected.

PROVIDER EMPLOYER
Customer Search stomer Deta Comp Assess
EX-Off, ¥ A SSN: 167-16-7167  OSOS ID: NY012725586 1of1
<[ <] Gen. Info | Add Info [ Objective RUEU A Fdt ic | Skills [ Saved Searches [ Activities | Comments | Tests [ Primary Languaf > >3]
— Detail
] O1let Tees | @ O*Netcode]
0Emp|0yer| Include anline Start Datel End Datel
0Address| O Supervisor| F'hone| Ex't|
| @\Wage| | Hoursiweek [
S City | @Reason for Leaving|
@State | Zip | il
OCr.Juntrﬂ @Job Duties K
Job Type| RR Event# Evert |
NS [ | | IS Lonkip
| Jab | Company | City | Start | End |
IC | | | | | =
I
I New Job Entry New Job Entry | Delete Selection |
Save | Start Match | Sen_ricesl Comp ﬂssessl i | |.A. Referals | Comespaond | IVF{l Ret to Srch | Comments | Tag | F{esumel Sched | Message |
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Saving a record that is incomplete will result in an error message such as the example below:

9 0505 Emor Mezzage -- Webpage Dialog B3

General Info tab:
35N was missing. Enter an S5N or check the 53N N/A checkbox.
First Name was missing.

Last Mame was missing.

2ddress was miszing.

City was missing.

School Status was missing.

Employment Status was missing.

Education Lewvel was missing.
Additional Info tab:

Disability Status was missing.

Migrant/3easonal worker was missing.
Ckjective tab:
Ckjective was missing.

SEARCHING FOR AN EXISTING CUSTOMER RECORD

The tabs in the Customer Search window are used to search for existing customer records in
0OSOS. A customer search should always be performed before entering any new customer
records to avoid adding any duplicate records.

PROVIDER EMPLOYER STAFF

Customer Detail Comp Assess Senvices

General Info | Education | Job Criteria | Text Search | Geographic | Activities | Programs | List Search | Reports | > |>=
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When a search does not match an existing customer record the following message will appear
in the top right hand side of the screen:

PROVIDER

Customer Detail

EMPLOYER STAFF

Comp ASSess Candrac

No Matches Found
[<e] < REEEE ] General nfo | Education | Job Criteria | Text Search | Geographic | Activities | Pro,«éms | List Search | Reports | > |53
—Customer SSN————— —CustomerID———————

ssna[ 2 o1 =

ssnz| o2

ssna[ oz Last Name| grmbosutko

SSN4|— |D4|— FirstNamelpkgapnm.

ssns | O Middle Initial [

ssne[ s Bith Date]

ssnr[ o7 Username |

ssnal oe[

sswal . oal ]
| ososib | vet | status | Seeker Name | cusa|cuss| wia | wsio | Taa LX

Clicking on the ‘Options’ button in the lower left corner of the screen allows users to customize
the columns, sort order, and the number of results returned by a search.

Search

OSOS Guide - LEAP -7-
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The Customer Search Results Columns dialog box contains two tabs: Result Columns and Sort
Options. The Results Columns tab contains five columns of field names with check boxes that

may be selected to determine which columns will appear in the search results.

g Customer Search Result Columns -- Webpage Dialog

Result Columns L7756 411

—Customer Identification- | ™ Address 2 I Expires ™ Farmwk Threshald ™ Split Shitt
¥ 0S031D 11 =l city —Education / Employment-- |~ Farmwork Type ™ Rotating Shift
¥ 535N |2 [=l| state I~ Education Level --Military / Selective Service--| --Employment Objective--
™ Usermame " ZIF Code ™ School Status ™ Semice Veteran ™ Empl. Objective
¥ seekerMame |2 =]/ County [ Employment Status [~ Vet Status [" Desired Job Title
I~ LastName ™ Country —Customer Assignment— | I~ Veteran Era ™ Add Skills Text
I FirstMName ™ staff Assigned I~ Semwice From _Drivers License—
(il |" ~1 ™ office ™ Senice Thru ™ Driver Flag
[vet [ Ext " Registered ™ current Housing [" License Class
™ SSM Not Provided ™ Alt. Fhone ™ Modify Time ™ Senice Disahility ™ License State
V¥ status [5 =] atEx ™ origin ™ Campaign Veteran [ AirBrakes
™ Job Seeker [ Fax ™ origination Method I In Country " school Bus
™ Portfolio Level ™ Email ™ Ul Claimant [ Type ™ Motorcycle
[ Gender [T URL ™ Profiled ™ Branch [” DoublesTriples
¥ Date of Birth |¢ =l aturL ™ Profiled Date ™ Selective Senice? " Haz Materials

--Program Enroliments—  |[™ Third URL ™ Internet Resume ™ Selective Senvice # [~ Pass Transport
[ Fgm CM3A --Contact Preferences—| [~ Confidential —Employment Preferences-- | [~ Tank Vehicle
™ Pom CMSS " Use Postal --Programs-- I~ Wark Week [~ Tank Hazard
™ Pamwia ™ Pri. Phone ™ Lower Living Flag ™ Duration ™ Current Housing (2}
[ Pgm WsIO ™ Alt. Phone ™ Income 70% LLSIL " salary
[ Pgm TAA [ Fax ™ Lacal Priority [~ Pay Unit
I~ Pom Lx ™ Email ™ Disability Status ™ Morm. Salary
I~ Pam s5Y --Citizenship-- ™ Disability Category ™ Date Available
I~ Pgm SSP ™ U.s. Citizen I Wigrant/ Seas Wkr I™ First Shitt

—Contact Information-- | Alien Reg # ™ Migrant Class ™ secend Shift
¥ Address 1 |5 =l Permanent ™ Empl. in Farmwork ™ Third Shift
OS0S 1D 55N Seeker Mame DOB | Status
4 | 2
Save Show Defaulks | Cancel I
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The Sort Options tab allows one to create the number of matches and the order in which the
columns will appear.

3 Customer Search Result Columns -- Webpage Dialog

Result Columns

R
T

Fritame =] ©
E—3

ES
0505 10 -

Click the Save button to retain the search preferences.

Click the Search button.

OSOS Guide - LEAP -9- 12/3/2013



SOS

One-Stop Operating System

The results, if any will appear with the customized header:

OSOS DATA ENTRY

create a new customer record.

Further details regarding search functions are available in the Basic Customer Search Guide.

When a customer record already exists in OSOS, take time to update the information. This
should be done while the customer is present to provide information and clarification.

If no OSOS record is found when searching for the customer, then click the New button to

Options I Search I Qearl Detail_l Print ListI Save Sreh || Assignito)list)  Fost Vateh I F!efer' .%:tiv'rt','l Cc-mmentsl ] m New

PROVIDER EMPLOYER STAFF
Customer Detail Comp Assess Services
1-550f55 @B
[<c] < LIS Y G oneral Info | Education | Joh Criteria | Text Search | Geographic | Activities | Programs | List Search | Report= | > |>> |
—Customer SSH————————— —Customer|ID——————————

SSN 1 = ID1] =

S8N 2| D 2|

Sgp 3| D 3| Last Name | malinak

SSN4| |D4| First Name|

San 5|— = o 5|— o Middlelr‘litiall

SEN 6 I— D& I— Birth Datel

Username|

SN TI"I [n] TI

58N 8 I D8 I

SSN 9 I = D8 I =
[[| 0S0sSID S5N Secker Mame DOB | Status Customize Search Results I
[T | NY012627308 | 354-00-0005 IMalinak, Bennie 061519 Active Bui
| MY010448017 IMalinak, Chris I 04/2719 3510 101 Testing Way
[T | MY011440608 IMalinak, Daniel J 04/2519 Active 45 Malinak Circle
| NY012619893 | 354-00-0000 IMalinak, Earl 051619 Active Building 12
| NY012627311 | 354-00-0007 IMalinak, Gregory 061519 Active 123 Testing Way
[T | NY012627320 | 354-00-0010 IMalinak, Jackie 061519 Active Building 12
| rvind2a2 7208 | 254000004 Malimal  laffran AFEM 20 4 rtive Bunildinm 472
4 | 2l

Optionsl Search | Qearl Detail_l Prirt IJstl SEVE Srchl Assignito Listl Post Matchl F!eferl .-'-'J:tiv'rt','l Cu:.mmentsl Cc.rrespc.ndl IVE | ﬂewl
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MINIMUM REQUIREMENTS TO SAVE A CUSTOMER RECORD

GENERAL INFO TAB REQUIREMENTS
Most data fields in this screen must be completed.

Social Security Number or check the SSN N/A checkbox if the youth does not

Status, Job Seeker. Make sure the customer Status field is listed as Active.
Username & Password are the same that the youth uses to access JobZone

[ ]
have, or is unable to provide a social security number at that time
[ ]
[
e Last Name, First Name
e Gender
e Portfolio Level: use JobZone Adult
e Address, City, State, Zip, County, Country
e U.S. Citizen
e Ethnic Heritage
e Race
e Education Level
e School Status
e Employment Status
[

PROVIDER EMPLOYER

At least one contact preference must be entered

(i A (s b ETrmie e e o] e (O T

HLTEAREE Comp Assess Link to JobZone
EX-Off, Y A SSN: 167-16-T167 DUNTU 0
&ﬁ Gen. Info
— Customer Data
Active estatus[sctve ] @Job Seeker| nactive =]
@Username [te @Password |tisme Merge |
@l ast Name | Ex0ff @First Name [ A ml

HELP
JobZone

10f1

— @Ethnic Heritage
" Hispanic or Latino
¢ Not Hispanic or Lating
* Mot Disclosed

— @Race
[~ Alaskan or American Indian
[~ Asian
[~ Black or African American
[~ Hawaiian or Pacific Islander
[~ White
[+ Mot Disclosed

Ul Claimant| =l

Date of Bith [01,01/1395 | @Gender[Ma= =] @Portfalio Lyl [JobZone Adut v
@Address| 2727 Averus B =
|
@ City| New York @State | Mew York |=| ezip[ 10010
County| New York 1 Country [ Unted States = metra| =l
Phone | Ext | At Ext | Fax|
Email | -
URL| -
@U.5. Citizen
Enrcliments |JZ;'CZ Manager [
— Customer Assignment
Staff Assianed| Barber, Michael | Charnge | Registered| 11/15/2013 |
WIB Assigned| New York City | origin| St=ff |
Agency| Abilties Inc | Change Profiled| |
Office | Abilties Inc | _Cffice Profiled Date| |

Internet Resume I~ Confidential ™

— Education & Employment
@Education Level

| 10 Grade =l
@School Status

| Mot attending school or H.S. Dropout ;I
@Employment Status

| Not Employed =l
— @Contact Preferences

¥ UsePostal [ Fax

[" Pri.Phone I Email

" Alt Phone Resume Cortact Info I

Save I Start Match | Sen_ricesl Comp &ssessl Activity | |.A. Refemals I Comespond | I‘u’F{l Bet to Srch | Comments I Tag | Hesumel Sched | Message |

OSOS Guide - LEAP
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ADDITIONAL INFO TAB REQUIREMENTS:
e Disability Status
e Migrant/Seasonal worker

PROVIDER EMPLOYER

STAFF HELP

Customer Search stomer Deta Comp Assess Services JobZone

EX-Off, Y A SSN: 167-16-7167 0S50S ID: NYD12725586 1of 1
[<<] < [Gen. Info JLU A TL.EY Objective [Work Hist. | EdiLic | Skills [ Saved Searches [ Activities | Comments | Tests [ Primary Langua( > |>>|
— Programs — Military Service — Customer List Participation——
Programs/Public Assistance Selection I @Senvice Veteran [~ | List Mame
Income Status C| |2l

Lower Living Standard [ 12 -
Income 70% LLSIL [1),5 -

Local Priority| N/A vl
@Disability Status | Mot Disclosed vl

@lligrant/ Seasonal Worker © Yes @ No

I

Assign To List | Femove |

— Employment Preferences — Shift Preference — Selective Service
Work Week | =l Work Any Shitt © Yes & No Selective Service? [

Duration | =] ™ First Shift

" Second Shift
Salary | . :
_ ™ Third Shift
Pay unit| = I~ split shit

DCate Available I " Rotating Shift

Save I Start Match I Sen_ricesl Comp ﬂssessl Activity | |.A. Refemals I Comespond I I‘u’Hl Ret to Srch I Comments I Tag | Hesumel Sched I Message I

The Service Veteran check box is green dotted, but is not a required field unless the youth is a
veteran. If the youth is a veteran, then check the box and complete the required data fields. If
the youth is not a veteran, there is no need to check the box.

Selective Service registration is required for eligibility to various government programs and
funding. It is not required for participation in the LEAP program. However, male LEAP
participants should be strongly encouraged to register or provide information to establish their
current registration. Additional guidance is available from the OSOS Help Desk, (518) 457-6586.
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OBJECTIVE TAB REQUIREMENTS:
e Objective
e At least one acceptable location is needed for each customer
e At least one desired job title is needed for each customer

PROVIDER EMPLOYER STAFF HELFP

Customer Search stomer Deta Comp Assess Services JobZone

EX-Off, Y A SSN: 167-16-7167  0S0S ID: NY012725586 10f1
<[ < [Gen. Info [ Ada'tinfo [l E2 i Work Hist. [Edi ic | Skills [ saved Searches | Activities | Comments | Tests | Primary Langual > |>>|
— @Employment Objective
Customers has expressed an interest in teaching ;I
=
— @Desired O*Net — @ Acceptable Job Locations
O*Met Title [25904100 | Teacher Assistarts | @rtiet Tities | — Maximum Zip Radius
Experience: Year(s)l Month(s)l within | 10 miss = or 1P 10010
O*Net Title [Exp. onths)| Within | =] orzip|
[T |Teacher Assistants [=] Within | =l otzip]
— Or Anywhere in the following states 1
=] =l
Add aJob Title | Delete Selection | Skl | | 3
— Desired Employers | Ll
Company |
||- |;| — Or outside the United States 1
| =]
| =]
=l ] =
Add an Employer | [ElEte SelEction I
Save I Start Match | Sen_rices' Comp ﬂssessl Activity I |.A. Refemals | Comespond I I‘u'F{l Ret to Srch I Comments I Tag I F{esumel Sched I Message I

O*NET

The Occupational Network (O*Net) is an online resource center which uses a Standard
Occupational Classification (SOC) which currently includes 1,000 different occupational titles. It
includes resources for job seekers, workforce professionals and businesses. The O*Net website
is included in the Resources section of this guide. The O*Net Titles in OSOS user guide is
available for additional information.

O*Net titles are used for a number of functions in 0SOS. O*Net is required on the Objective
and Work History tabs in the Customer Detail window and the Services and Outcomes tab of
the Services window.

OSOS Guide - LEAP -13- 12/3/2013
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O*Net pop-up window.

In the Objective tab of the Customer Detail window, the green-dotted Desired O*Net box is

required and must contain at least one desired O*Net title corresponding to the type of work a
customer is seeking. To add an O*Net title; click the Add a Job Title button.
new active entry. To populate the O*Net title, click the O*Net Titles button to bring up the

This will bring up a

—i[}esired{)’ﬂet—ﬁ

I Add a Job Title button Add aJob Tile | Delete Selection | Skills |

O*Net Title | | | O*Net button O"Net Ties |
Experience: Year(s) | Manthis) |
O*Met Title Exp. (Months)

=

]

populated separately.

O*Net window is opened in OSOS, the Hierarchy Search tab displays.

Hierarchy Search ﬁmﬁ

Current O*Net
O*Met Code O*Met Title

Hierarchy

1 Architecture and Engineering Occupations

L] Arts, Design, Entertainment, Sports, and Media Occupations
L) Building and Grounds Cleaning and Maintenance Occupations
L) Business and Financial Operations Occupations

—J Community and Social Services Occupations

I com puter and Mathematical Occupations

I Construction and Extraction Occupations

L) Education, Training, and Library Occupations

L) Farming, Fishing, and Forestry Occupations

—J Food Preparation and Serving Related Occupations
_ Healthcare Practitioners and Technical Occupations
I Healthcare Support Occupations

L] Installation, Maintenance, and Repair Occupations
L Legal Occupations

I Life, Physical, and Social Science Occupations

I Ma nagement Occupations

I military Specific Occupations

' office and Administrative Support Occupations

L) Personal Care and Service Occupations

L) Production Occupations

I protective Service Occupations

1 sales and Related Occupations

I Trans portation and Material Moving Occupations

Adding an O*Net title in one part of OSOS will not fill in the O*Net title in the other
O*Net fields in 0OSOS. Each O*Net field has its own purpose and needs to be

The O*Net window contains two tabs: Hierarchy Search and Details. By default, whenever an

[ (For AFl-use Only) w
Keyward(s) Search
Select | Cancel M
OSOS Guide - LEAP -14 - 12/3/2013
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HIERARCHY SEARCH TAB
At the top of the Hierarchy Search tab is the Current O*Net information. The grayed out
O*Net Code and O*Net Title fields will populate once a title is selected.

Current O*Net
O*Net Code O*Met Title

A title may be selected from the Hierarchy Search drop-down system of folders or by using the
keyword search.

The Hierarchy Search drop-down system of folders is organized by occupational categories.
Click a category's folder icon to expand it and select a title. Then click through the subfolders
and check a box to select the appropriate title.

In this example, the Computer and Mathematical Occupations folder was expanded; then the
Computer Specialists subfolder; and then the Miscellaneous Computer Specialists subfolder in
order to view and select the Data Warehousing Specialists title.

Current O*Net
O*Met Code 15105509 | O*Net Title | Data Warshousing Specialists

Hierarchy

- Computer and Mathematical Occupations G
L —-l{:omputer Specialists

L] Computer Programmers

| L] Computer Software Engineers

| L] Computer Support Specialists

| L] Computer Systems Analysts

| L] Computer and Information Scientists, Research
| L] Database Administrators

| L Miscellaneous Computer Specialists
| |—DElusiness Intelligence Analysts
| | — -] Computer Specialists, All Other
I

I

I

I

I

I

I

— -] Computer Systems EngineersiArchitects
|

| Data Warehousing Specialists
l Database Architects

D Document Management Specialists
— L Electronic Commerce Specialists

— -] Geographic Information Systems Technicians

| I L P

This O*Net search option tends to work best for staff who are reasonably familiar with the
O*Net hierarchy. For most staff, the easiest and most direct option to use a keyword search.

OSOS Guide - LEAP -15- 12/3/2013
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Below the Hierarchy menu, there is a keyword search field. Word(s) may be typed into the
Keywords(s) field. Then click Search to return any matching results in the O*Net hierarchy.

Keyword(s) ¢

Some O*Net titles are listed very specifically (e.g., the title for a car washer would be
listed as Cleaners of Vehicles and Equipment). Therefore, the more Keyword(s)
entered, the less likely it is you will get an exact title match. It is advisable to do a
partial search (e.q., clean or cleaner) or try a few different keywords searches to get
the right match.

O*NET DETAILS TAB
Once the O*Net title has been selected, the features in the Details tab of the O*Net window
become accessible. With the O*Net title selected on the Hierarchy Search tab, click the Details

tab.
Hierarchy Search

Current O*Net
0*Met Code | 15109509 | O*Met Title | Data Warehousing Specialists

The Details tab will also display the O*Net Code and Title in the Code and Title fields. Below
these fields, a Description will populate for the O*Net title detailing the tasks and duties for the
selected title.

Details

O*Het Information
Code | 15103308

Title|pzca Warehousing Specialists

Description Design, model, or implement corporate data warehousing
activities. Program and configure warehouses of
datebase information and provide support to warchouse
users.

Internet

Resources | Amerca's Career Infolet Occupation Profile
(O~"Met Code Connector Report E
0~"Met OnLine Summary Report

Select | Cahcel | Elearl

OSOS Guide - LEAP -16 - 12/3/2013
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You can also select any of the Internet Resources listed beneath the Description field then click
Go to access labor market information (LMI), a detailed job summary, projected job outlook,
salary projections, national distribution, associated knowledge, skills and abilities (KSA), related
occupations and more.

Internet
Resources fl fmerica’s Career InfoMet Occupation Profile
0"Met Code Cannectar Repart @
0"Met Online Summary Report

SKILLS TAB REQUIREMENTS:

e At least one skill is needed for each customer

FROVIDER EMPLOYER STAFF HELF

Customer Search stomer Deta Comp Assess Senvices JobZone
EX-Off, ¥ A SSN: 167-16-7167  OSOS ID: NY012725586 10f1

[<<] < Gen. Info | Add Info | Objective | Work Hist. | EdiLic |1 Saved Searches | Activities | Comments | Tests | Primary Languaf > | |

@Additional Skills Text

Any skills the customer has that will promote the youth in the job market. d
[~
Honors & Activities
[~
[~
Qualifications
Cualification | Descripticn |
IC | | | =
Ir
Add Qualfication | EditEnalfication | | DEEESelEction
Awards
| Award Mame | Description |
IC | | 1=
Ir
AddAward | EdtAwerd | Delete Selection |

Save | Start Match | Senjcesl Comp ﬂssessl Activity | |.A. Referzls | Comespand | IVF{l Ret to Srch | Comments | Tag | F{esumel Sched | Message |
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LEAP PROGRAM TAB

It will be necessary to use the arrow tabs to navigate to the LEAP Program and LEAP Program
Srvcs tabs

PROVIDER EMPLOYER HELP

Customer Search stomer Deta Comp Assess Services JobZone
EX-Off, Y A SSN: 167-16-7167 0S0S5 ID: NY012725586 1 0f1

S ACETETN O LEAP tabs [LEAP Program [LEAP Program Srves | Vet Demo | Service Info | Service Locatiod > >

[~ Customer Data 7~ @Ethnic Heritage

Click the Add button to create a new LEAP Program record and open access to the data fields.

PROVIDER EMPLOYER

Customer Search stomer Deta Comp Assess
EX-Off, Y A SSH: ~16-7T167 0S50S ID: NY012725586 10f1

(8 TN (0] LEAP Program tab i L] L EAP Program Srvcs | Vet Demo [ Service info | > |>>)

LEAP Program P Information
| cD2a 1D | Create Admin | Creation Date |}| SEnroliment Date [

||— Iil —Background
@Young Adult 18- =
21 atthe Time of
Enroliment?
Mot convicted of =
aviolent or
sexual offense o

oEx—Dﬁ'ender|

@Homeless at
time of
enrollment?

@lUnemployed at
time of
enrollment?

@lives in MY C |

— Assessments
Initial =
Assessment

Individual Service [~
LI Strateny b

Help || Prrt Record | Audit |

Save | Start Match | Sery! esl Comp &ssessl Activity | |.A. Refemrals | Comespond | IVF{l Bet to Srch | Comments | Tag | Hesurnel Sched | Message |
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The new record will be highlighted in blue and the data fields in the right hand side of the
screen will have become accessible.

Enrollment Date: Enter the date that the youth enrolled into the program. Enter as mmddyyyy.
0SO0S will automatically insert the slash marks.

Young Adult 18-21 at the Time of Enrollment check box: Check if the customer is aged of 18-21
years. Program eligibility requires the youth to be 18-21 years of age.

EX-Off, Y A SSN: 167-16-T167 0505 ID: NY012725586 1of1
[<<] < Jrvw Training | nyvw DMV JWFS [ Jobs Info =2 JLZE £ | EAP Program Srvcs | Vet Demo | Service Info | Service Location | > [>>]
LEAP Program RFP Information =

21 atthe Time of
Enrollment?

CD231D Create Admin | Creation Date | = @Enrollment Date [17,22,2012
m aackorouns
[o‘r’oung Adult 18- [F
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Complete the remaining data fields in the Background section. Most require checking a box or
selecting Yes or No from a drop down menu.

It will be necessary to use the scroll bar at the right of the screen to access
additional data fields.

Lives in NYC: Use the drop down menu to select Yes or No to indicate if the youth resides
within one of the five boroughs of NYC. The youth must reside in NYC to be eligible for the
LEAP program.

Complete the relevant data fields in the Assessment section.

PROVIDER EMPLOYER STAFF HELP

Customer Search stomer Deta Comp Assess Services JobZone

EX-Off, ¥ A SSN: 167-16-7167 OS50S ID: NY012725586 1 of 1
[<<] < ¥vw Piacement [ HYYW Training [ nvYw D [WFS [ Jobs info |52, (3 LI TN FAP Program Srvcs | Vet Demo [ Service o | > >3]
LEAP Program — Background ﬂ

CD281D Create Admin | Creation Date | = @Young Adult 18- 7

21 atthe Time of

Enrollment?
@Mot convicted of [
aviolent or Scroll Bar >
sexual offense <
oEx—Ofrenderhes vl
@Homeless at |15 -
time of e
enrollment?
@Unemployed ﬂtIYes vl
time of
enroliment?

@lives in NYC [vee

A N
I Assessments section _PAssessments

Initial [
Assessment
Individual Senvice
Strateqy
TABE Testing [#
£d | Delete | _Prnt List | Hep | Prirt Becord | Audit |

Save | Start Match | Seng’cesl Comp ﬂssessl Activity | |.A. Refemals | Comespond | I‘u"F{l Ret ta Srch | Comments | Tag | F{esumel Sched | Message
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Complete all the data fields in the Outcomes section.

Indicate whether or not the youth earned the National Work Readiness Credential by selecting
Yes or No in the Earned NWRC data field.

In the Credential data field, type in the name of the credential earned.
Click the Save button.

PROVIDER EMPLOYER

Customer Search stomer Deta Comp Assess

EX-Off, Y A S5N: 167-16-T167 0S05 ID: NY012725586 1of 1
<< < ¥VW Placement [ WYYW Training | NYYW DMV [WFS [ Jobs Info JLL2 Ve Vet Demo [Service Info | > |
LEAP Program —Outcomes ;|
CD29 1D Create Admin | Creation Date | = Completedai; ]
senvice learning
project
Entered [ ez -
unsubsidizedl _I
employment
Date Entered [12,/21,2013

Employment
Employer | Macy's

Job Title | sajzzpersan, Retail

Entered pnst—|ND =]
secondary
education or
training
Date entered
post-secondary
education or s
training
Institution |

Field ofStudy|
Earmned NWRC [vas |w

Diate Earned 12/03/2013

Ohtained HS ;l
Equivalency via
LEAP

Date Obtained|

Received | ;l
industry
recognized
credential

Date Received |

Credential |

1

Ie
cd | Delete | _Print List | Help | Prirt Record | Audit |

ices | Comp ﬁssessl :‘\di\rityl LA Hﬁfenalsl Correspondl IVF{l Betto Srchl Comrnentsl TagI F{esumel Schedl Message
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LEAP PROGRAM SRVCS TAB
Click the LEAP Program Srvcs tab.

Click the Add button to create a new record.

Complete the Life Skills, Education, and Career Training Received section and complete the
relevant data fields for any service provided to the youth.

PROVIDER

Customer Search

FErin 19ET nnt R ecord| ’T
Save | starPMatch | Services| Comp Assess | _Activiy | 1.A Refenls | Conespand | IVR | Fetto Sreh | Comments | Tag | Resume | Sched | Message |
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ADULT SUPPORT NETWORKS

as illustrated below.

PosT PROGRAM SUPPORT/FOLLOW-UP (AT LEAST 2 TO 4 MONTHS)
Youth: Enter Yes or No to indicate if staff provided Follow-up service to the youth.

Employer: Enter Yes or No to indicate if staff provided Follow-up service to the Employer.

Educational Institution (Counselor/Teacher) Enter Yes or No to indicate if staff provided
Follow-up service to the Counselor/Teacher on behalf of the youth.

End Date: Enter the data that the post program support/follow-up finished.

PROVIDER

Customer Search
EX-Off, Y A

Comp Assess
SSN: 167-16-7167

EMPLOYER STAFF

Services

0505 ID: NY012725586 10f1

LEAP Program Snics
CD301D Create Admin

Barber, Michael | 11/18/2013

Creation Date | =

]
Add| Delete | _Pint List_|

Scroll down to the Meaningful Service Learning, Adult Support Networks and Post Program
Support/Follow-up (at least 2-4 months) sections and complete the relevant data fields.

Select one of the three (3) options in the Type of Mentoring data field from the drop down list

[<< < Jformation | WYYW Placement [NYYW Training | WYYW DMV [WFS [ Jobs Info | LEAP Program L e SRR vet Demo | > |>>

— Meaningful Service Learning
Started planning
for service
learning

End/Celebration |

Cate

—Adult Support Networks

Mentoring Start|

Date

Type of Mentoring| .I

Mentoring End
Date

Group .
Cne-on<One
Family Involved in |Feer

LEAP

—Post Program Support/Follow-up (at least 2-4 months)

Youth| vl
Employer | =] Scroll Bar
Educational -
Institute
(CounsTeacher) i
End Date [ =

Al

Help | Prrt Becord | Aud |

Save | Start Match I Sen_ricesl Comp ﬂssessl Activity I |.A. Referals | Comespond I IVF{l Ret to Srch I Comments I Tag | Hesurnel Sched I Message
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LOGGING OUT OF OSOS

Remember to log out of OSOS when finished to maintain confidentiality.

Remember, when finished with OSOS, click the Staff module. OSOS will automatically navigate
to the user's Inbox tab in the Staff Detail window. Click Logout in the window.

Staff window

EMPLOYER

CUSTOMER

PROVIDE’

Click "Logout"
Referrals In | Fund Approval | Messages
Appointments and Reminders for Monday, November 25, 2013
T| StatDate | End Date | Start Time | End Time Mame Event Description
[ 07822013 [07118/2013 [12:00am  |[1200am | oSieclivesenice, Missed date Missed achisvement =
Testcase ohjective end date
[ |12/08/2013 [12/06/2013 [12:00am  |[12:00 am | Malinak, Daniel Reminder (TRA Trade Act Benchmark review
Benchmarks) due.
™ |08/01/2012 |0B/01/2013 |12:00am  [12:00 am | Lost Hopelessly Reminder (TRA Trade Act Benchmark review
Benchmarks) due.
™ |07/07/2012 |07/07/2013 |12:00am  |12:00am  |Malinak, Buster Missed date Sﬁg‘;ﬁe should have
[ |06/20/2013 |08/20/2013 [12:00am  [1200 am | Malinak, Strive Reminder E]Zr;\'f':e should end
Exited due to 1o DHF TANF
[ |07/01/2013 |07/01/2013 [12:00am  |[12:01am  |Malinak, DHP DHF TANF Soft Exited services ar activities within
the past 91 days.
[ |07/21/2013 |07/21/2013 [12:00am  |[12:00 am | Malinak, Daniel Missed date Ssé‘g? should have o
I |0e/302012 |08/20/2013 |12:00am  [12:00am | Young, Veronica Missed date Missed achievement
chjective end date
[ (103102013 [10/31/2013 |12:00am  |12:00 am  |Malinak, B J Reminder S]‘;r:\'fe should end
DamimAdnr iTD A Tradm Art Damecblrm el revsissae j
0l e s ] | ulzel O el e 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

0SO0S system requirements and troubleshooting guide:
http://labor.ny.gov/workforcenypartners/osos/0SOSTroubleshootingDeskGuide.pdf

Securing access to the OSOS system: http://labor.ny.gov/workforcenypartners/osos/osos-
guide-accessing-the-system.pdf

Navigating through the OSOS system: http://labor.ny.gov/workforcenypartners/osos/osos-
guide-navigating-the-system.pdf

Searching for Customers in OSOS: http://labor.ny.gov/workforcenypartners/osos/osos-guide-
customer-search.pdf

O*NET: http://www.onetcenter.org

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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