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Program Overview

1. The New York State Department of Labor (NYSDOL) recognizes that hiring an
employee can be a significant and costly undertaking, particularly when the
newly hired employee requires On-the-Job Training (OJT).

2. NYSDOL also recognizes that long term unemployment in New York State poses
a significant burden on the State’s fiscal condition, and should be addressed as a
priority with the Department’s public workforce investment funding. The purpose
of this OJT program is to provide incentives through OJT grants to businesses
who hire long term unemployed workers, and to provide these workers with a
competitive advantage in the labor market.

3. OJT accelerates the employee gaining proficiency in the knowledge, skills and
abilities necessary to satisfactorily perform the job.

4. OJT is a formal contract between employer, employee, and the grantor in which
individualized hands on occupational training under close supervision is provided
to an employee at the work place.

5. The employee earns comparable wages while the employer receives cash
payments to offset training costs.
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Chapter 1

Business Data Entry (Employer Activities)

Employer Module, Employer Detail Window

CUSTOMER PROVIDER STAFF
Employer Search ployer Deta Job Order Search Job Order Detail
Tri-City Automotive 1D: NY000171022 @@ 7 of T
[General Info | Additional nfo | Contact Info | Rapid Response | Comments | Profile [L51 L7
Date Activity Employer Rep. | Emp. Contact Staff VETS Comments
1 [1112312010 | Job Skills Screening Lipsky, Harvey  |Brophy, Daniel
[] |oar2002010 |Employer Company Profile (In Lipsky, Harvey  |Brophy, Daniel
[1 |o3r2002010 | Job Order Taking (Inactive) Lipsky, Harvey  |Brophy, Daniel NY0011965
[ |03r2002010 | Job Order Taking (Inactive) Lipsky, Harvey  |Brophy, Daniel NY0011964
[ |03r2002010 | Job Order Taking (Inactive) Lipsky, Harvey  |Brophy, Daniel
[1 032002010 |Employer Contact Phone Call Lipsky, Harvey  |Brophy, Daniel
| Print List |
Save ‘@‘ MNew Job | Retum to Search| Comments

The Activity tab is used to record various services and activities provided to employers
by staff. To add an Activity, click on the Activity button at the bottom of the screen. The
Employer Activity Dialog Box will pop up. The Activity button is available on all of the
Employer Detail Window tabs.
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Chapter 1 - Business Data Entry (Employer Activities)

Employer Module, Employer Detail Window

 Ent e | Employer Activity -- Webpage Dialog

Employer Search

Tri-City Automotive Activities 10of1
() CRE) (]| ) service to Business

Date L] Marketing to Businesses Ents |
[1]03/30/2010 |Employer Con 'JRuralEmﬂoymentSenrioes
[ {03/20/2010  [Job Order Taki Contact| Lipsky, Harvey v
[1[11/23/2010 |Job Skills Scrg N
[1[03/30/2010 [ Job Order Tak R 11200
[103/2012010 |Job Order Taki
[1|03/20/2010 |Employer Co TS

Keyword(s) Search m Cancel

Staff may choose one or more activities from the Employer Activity — Webpage
Dialog box by using a Keyword(s) search or a Hierarchy Search.

To perform a Keyword(s) Search type the name, or part of the name of the activity, into
the Keyword(s) text box and select the Search button. Check the box next to the
appropriate activity & click on the OK button.

To perform a Hierarchy Search click the folders to “drill down” until you find the activity
that you are looking for. Check the box next to the appropriate activity & click on the OK
button.

The Activity will be recorded on the Employer Detail Activity tab.
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Chapter 1 - Business Data Entry (Employer Activities)

Employer Module, Employer Detail Window — Activity Tab

CUSTOMER 2 Employer Activity -- Webpage Dialog

Employer Search

Joh Skill
Employe
Joh Orde
Job Orde
Job Orde
Employe

Employer activities are organized into 3 sets of folders; Group, Category & Activity.

The Employer Activity Dialog Box contains 3 main Group folders; Service to Business,
Marketing to Businesses and Rural Employment Services.
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Chapter 1 - Business Data Entry (Employer Activities)

Service to Business Activities Folder

The Service to Business Group has 7 categories: Recruiting Assistance, On-the-Job
Training, Tax Credits, Layoff Aversion (NY-ASSET), Human Resource Consulting,
Incumbent Worker Training & Other Business Services.

Under these 7 categories are 35 activities (services).

bes | Employer Activity -- Webpage Dialog

Actiities

— service to Business
|- Recruiting Assistance

|- on-the-Job Training

|- Tax credits

] Layoff Aversion (NY-ASSET)
I Human Resource Consulting
- Incumbent Worker Training
S Other Business Services

3 Marketing to Businesses

I Rural Employment Services

Cantact | Billings, Dave e

Activity Date | 11./22/2010

Comments

Keyrord (s) Search | 0K| Cancel |
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Chapter 1 - Business Data Entry (Employer Activities)

Marketing to Businesses Activities Folder

The Marketing to Businesses Group has 5 categories: Business Contact — On Site,
Business Contact — Email/Mail/Telephone, Business Associations, Economic
Development & Self-Employment Assistance.

Under these 5 categories are 34 activities (services).

b | Employer Activity -- Webpage Dialog

Activities

| Service to Business

=" Marketing to Businesses

L] Business Contact - On site
] Business Contact - Email/Mail/Telephone]
L] Business Associations

3 Economic Development

|- seif Employment Assistance
! Rural Employment Services

Contact | Billings, Dave L
Activity Date | 1172272010

Comments

Keyword(s) Search | OK| Cancel |
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Chapter 1 - Business Data Entry (Employer Activities)

Rural Employment Services Activities Folder

The Rural Employment Services Group has one category, also called Rural
Employment Services, and 2 activities. Business Services staff will not be required to
use the Rural Employment Services activities.

= Employer Activity -- Webpage Dialog
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Chapter 1 - Business Data Entry (Employer Activities)

Employer Activities

The Service to Business Group has 7 categories: Recruiting Assistance, On-the-Job
Training, Tax Credits, Layoff Aversion (NY-ASSET), Human Resource Consulting,
Incumbent Worker Training & Other Business Services.

These categories cover 35 activities (services).

GROUP CATEGORY SERVICE (Activity)

Service to Business |Recruiting Assistance Job Order Development

Job Skills Screening

On-Site Recruitment

Customized Recruitment

Job Matching

Career Fair Participation

JOBcentral Training Session

On-the-Job Training Job Order Entry

Job Matching (OJT)

Referral (OJT)

Comprehensive Skills Gap Analysis

On-the-Job Training (OJT)
Application

On-the-Job Training (OJT) Follow-
up

Tax Credits Tax Credit Certification

Layoff Aversion (NY-ASSET) Assessment

Referral

Layoff Aversion Follow-up
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Chapter 1 - Business Data Entry (Employer Activities)

Employer Activities - Service to Business Group continued.

GROUP CATEGORY SERVICE (Activity)
Service to
Business Human Resource Consulting Assistance Writing Job Descriptions

Employee Handbook Development

HR Compliance / Legal Issues

Job Analysis / Skills Gap Analysis

Grant Writing Assistance

Testing

Other HR Issues

Other Workshop

Incumbent Worker Training

Classroom Training

E-Learning

Other Training

Other Business Services

Economic / Labor Market
Information

Alien Certification

Statutory Legal Issues

Ul Information

Rapid Response Contact

Referral
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Chapter 1 - Business Data Entry (Employer Activities)

Employer Activities

The Marketing to Businesses Group has 5 categories: Business Contact — On Site,
Business Contact — Email/Mail/Telephone, Business Associations, Economic
Development & Self-Employment Assistance. These categories cover 34 activities.

GROUP

CATEGORY

SERVICE (Activity)

Marketing to Businesses

Business Contact - On-Site and

Business Contact —
Email/Mail/Telephone

Overview of Services

Recruiting Assistance

On-the-Job Training (OJT)

SMART2010

WOTC

HIRE Act

Layoff Aversion

Shared Work Presentation

Succession Planning

Career Fair

Human Resources Consulting

Incumbent Worker Training

Federal Bonding Program

Business Associations

Chamber

Local Event

Organized Labor Event

JSEC

Economic Development

Meeting

Presentation

Self-Employment Assistance

Self-Employment Assistance

Referral
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Chapter 1 - Business Data Entry (Employer Activities)

Employer Activities

The Rural Employment Services Group has one category, also called Rural
Employment Services, and 2 activities. Business Services staff will not be required to

use the Rural Employment Services activities.

GROUP CATEGORY

SERVICE (Activity)

Rural Employment
Services Rural Employment Services

Self-Employment Assistance

Referral
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Chapter 2

Provider Services

The Provider module in OSOS stores information about the various service Providers
across the state, including locations, contact information and offered L2 services.
Specific permissions must be granted in order to use this module.

that of the Local Workforce Investment Area Security Coordinator or their

designee. Itis strongly recommended by NYOSOS/REOS Central Support
that a l[imited number of staff have access to this module to help prevent
duplication and errors. Staff accessing this module should be well-versed in
0OSO0S, with a good understanding of the system.

f Responsibility for populating the Provider module has historically been

A Provider named “RFA 20-R State Level OJT” has been set up in OSOS. All
customers of this program will be linked to this single provider through service offerings.
Additional Information on setting up Services and Offerings can be found in the
“Common Measures Desk Guide for Provider Module Data Entry and Maintenance”
located at: http://www.labor.ny.gov/workforcenypartners/osos.shtm

CUSTOMER

Prowvider Search

EMPLOYER
Offering Search

STAFF
Offering Detail

LBEAZOR StateLevel OJT 1D: 17203 1 of1
General o [Services | [Comments|
Provider Info Locations
Frovider Status | Active et @Location Name | Best Built Inc. - Elmira
Federal ID (FEIMN} @Street Address (line1) |433 Center Street
State ID (EIMN) Street Address (line2) |
Organization Type w @ City | Elmira
@ Provider Mame | RFA 20-R State-Level OJT @State | New York
Provider Phone = @Zip Code [14903
Provider URL Location Suffix |
Provider Email 2WiB |Oﬂemungf5c:huy|erf5teuben Couw
Billing Address _ Location
@Street Address (line1)| State Office Campus L||Best Built Inc. - Elmira =
Street Address (line2)| Bidg, 12 f ?Mcar]:?eeeiasdy Building Supply Inc. - Schenectady
@City| Albary [] |Davis Autocbody Repair - Troy
@State | New York o [1|/B & H Construction - Mewburgh L3
@7ip Code | 12240 []|20-R State-Level OJT Program e

1
b
:

§a|re| Print |Estumto Search | Comments

13
20-R State-Level OJT Program Desk Guide 01/24/2011




Chapter 2 — Provider Services

Before entering or editing data in the Provider module, it is important to understand how
it is structured. This flowchart shows the relationships between the different
components of the Provider module.

| PROVIDER

(STATEWIDE)
£ ' ¥
Locations Services
{Local Office) =?= (Statewide)
Offerings
(Unique Identifier)

Providers and their Services are entered into OSOS as statewide entities. Each
Provider can have many Locations attached to different WIBs or different offices within
the same WIB. Entering a new Provider into OSOS does not give the creating WIB
exclusive rights to that Provider record. Other WIBs who also use the Provider may add
Locations which reflect their use of the Provider.

All Providers should be entered into OSOS only once, with the various locations and
services attached. Unfortunately, some providers have been entered multiple times,
leading to duplication, confusion and data entry errors.

Providers can have many different Services available to all offices, though not every
office will necessarily use all services. The creation of an Offering is what associates a
particular Service with a particular Location (office). Offerings are used by OSOS to
identify what service a customer received and what office was responsible for providing
it to the customer.
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Chapter 2 — Provider Services

Provider Module, Provider Search Window — General Info Tab

In the Provider Module, Provider Search Window, General Info Tab, enter the first five
characters of the “RFA 20-R State Level OJT” provider name in the Provider Name

field.

As with other search screens in OSOS, the full name is neither required nor
recommended. The first few letters of the name should suffice to bring up the provider

record.

CUSTOMER EMPLOYER STAFF

Provider Search Provider Detail Offering Search

Dffering Detail

General Info. (7717}
Status| Active v WiB| v |
PruviderName|F~!FA2I} Organization Type| v|
City| Federal Provider ID (FEIN), |
Senvice Category v StateProviderD EN) |
Semnice Type Service Type
CIP Code CIP Code
[ll Fraovider ID Frovider Mame City Organization Type
25 v §eart:h|gear| | | | |ME“'|

Once you have entered the first five characters of the providers name click the Search
button. In the example above “RFA 20" has been entered in the Provider Name field.
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Chapter 2 — Provider Services

Provider Module, Provider Detail Window — General Info Tab

CUSTOMER EMPLOYER

" providar Diatail | Offering Search

STAFF

Provider Search Offering Detail

RFA 20-R State-Level OJT 1D: 17203 1of1
— Provider Info ~ Locations
Provider Status L ocation Name [ Best Buit Inc. - Emira
FederalD (FEIN) | @Streat Address (line) [ 438 Center Street
StateD (EN) | Street Address (line2) |
Organization Type | @ City | Emira
@Provider Name | RFA20R State-level OJT | @State [New York
Provider Phone | =" | #Zip Code [ 14303
Provider URL | Location Suffix |
Provider Email | @WIB [ Chemung/Schuyler/Steuben Cou
~ Billing Address Location
Sireet Address (linet)| State Office Campus | S Best BuiltInc. - Elmira _
: Schenectady Building Supply Inc. - Schenectady
Street Address (line2) Bidg. 12 | O] \Walgreens
S City | Abany | [] |Davis Autobody Repair - Troy 1
#State New York v |8 & H Construction - Mewburgh -
#Zip Code [1|20-R State-Level OJT Program 3
Wl BEE T | Halzis Vgemiian | Cong Delelizss | Show Ualzizs

Save | Prrt | Betumto Search | Comments

Since there is only one “RFA 20-R State Level OJT” provider record OSOS will open the
Provider Detail Window for this provider. If there were more than one provider record a
search results screen listing multiple Providers would appear. You would then click on
the white box next to the provider that you were looking for to highlight it and click on
the Detail button to open the Provider Detail Window.
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Chapter 2 — Provider Services

Provider Module, Provider Detail Window — General Info Tab

The Provider Detail Window contains the basic information for the Provider and the
Locations where this Provider offers services.

CUSTOMER EMPLOYER STAFF

Provider Search Offering Search Offering Detail

REA 20.R State_Level OJT 1D: 17203 10f1
Provider Info Locations
Frovider Status | Active et @Location Name | 20-R State-Level OJT Program
Federal ID (FEIM) @Street Address (line1) | State Office Campus
State 1D (EIN) Street Address (line2)| Bldg. 12
Organization Type v | @City | Albary
@Frovider Mame | RFA 20-R State-Level OJT @5tate | New York v|
Provider Phone | Ext| #Zip Code | 12240
FProvider URL Location Suffix |
Provider Email @WIB | Tester WIB v|

Location

Billing Address

@Street Address (line)| State Office Campus = 20-R State-l evel OJT Program
. Ace Hardware - Albany
Street Address (line2) Bldg. 12 118 & H Construction - Newburgh
SCity| Albany 1 |Best Built Inc. - Elmira 0
@State | New York ~ [] |Clark Welding - Troy
@7Zip Code | 12240 []|Cortland Glass F
MNew Location Copy Address

Save | Print | Betum to Search | Comments |

The General Info tab is comprised of 3 sections: Provider Info, Billing Address and
Locations. Provider Info and Billing Address should reflect the primary location of
the Provider, their “headquarters” or main billing address. Other satellite offices can be
specified in Locations. For the RFA 20-R State-Level OJT Program a main Provider
Record has been set up in OSOS with the following information:
Provider Info:

» Provider Status: Active

» Provider Name: RFA 20-R State-Level OJT
Billing Address:

» Street Address: State Office Campus, Bldg 12

» City: Albany

» State: New York

» Zip Code: 12240
Contact:

» Daniel Brophy
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Chapter 2 — Provider Services

Provider Module, Provider Detail Window — General Info Tab

Adding a New Location

By adding their own location to the Provider, using their OJT employer’'s name, each
WIB or office is able to create Offerings for their own use.

The graphic below lists several RFA 20-R OJT test employers. You can sort the
Locations alphabetically by clicking on the grey Location bar.

CUSTOMER EMPLOYER STAFF

Provider Search Offering Search Offering Detail

RFA 20-R State-Level OJT 1D: 17203 1 o0f1
General Info [Services| [Comments |
Provider Info Locations
Provider Status @Location Name| Ace Hardware |
Federal D (FEIN) @Street Address (line1) | 437 East Street |
StateID EIN)| Street Address (line2)| Sue Smith (585) 319-7716 suesm|
Organization Type| v| OCily| Rochester |
@Provider Name| RFA 20-R State-Level OJT | @State| New York v|
Provider Phane | | Ext | oZip Code 14613 |
Provider URL | | Location Suffix |
Provider Email| | @WIB | Morros County |
Billing Address | Location |

[1|20-R State-Level OJT Program

|>

@Sireet Address (line1)| State Office Campus

: | Ace Hardware
Street Address (IlneQ}| Bidg. 12 | []|B & H Construction - Newburgh
#City| Abary | [1|BestBuiltInc. - Elmira F
@State | New York v/ [ | Clark Welding - Troy
@7ip Code | 12240 [l |Cortland Glass A

New Location Copy Address

Save | Print |ﬂ&tumtoSeard1 Comments

Do not, under any circumstances, delete or change the
& Provider information of another WIB without their consent and
cooperation.
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Chapter 2 — Provider Services

Provider Module, Provider Detail Window — General Info Tab

CUSTOMER

Provider Search
RFA 20-R State-Level OJT

LSO DY Contact info [ Services | Service Performance | Comments |

Provider Detail

Offering Search

Provider Info
Provider Status

Federal ID (FEIN)
State 1D (EIN)

Active

1D: 17203

Offering Detail

1of1

Locations
@Location Mame

@Street Address (line1)
Street Address (line2)

Ace Hardware
437 East Strest
Sue Smith (385) 319-7716 sussmit

Organization Type w @City | Rochester
@Provider Mame | RFA 20-R State-Level OJT @State | New York w
Provider Phane Ext @7ip Code | 14613
Provider URL Location Suffix
Provider Email @WIB | Monroe County w
e | Location
ing ress
@Sireet Address (line) State Office Campus 2“'R5“9"-9"9' 0JT Program 2
) [ |Ace Hardware
Street Address (line2) Bldg. 12 [ |B & H Consruction - Newburgh
MGy Abary [ |Best Built Inc. - Elmira
@35tate | Mew Yok v 1 |cClark Welding - Troy
@7Zip Code | 12240 [ |cortland Glass “

New Location Copy Address

Save | Print |Ee=tumtoSeard1 Comments

To add a new location click on the New Location button on the lower left of the location
list box.

e Enter the provider's name in the Location Name field. For the “RFA 20-R State
Level OJT” program the provider’'s location name will be the name of the OJT
employer. This fields holds up to 80 characters (including spaces). Some
statewide OJT employers located in the same city or town may need an
additional identifier such as a street name under Location.

e Enter the provider (OJT employer’s) street address under “Street Address (line
1)".

e Under “Street Address (line 2)” put the name and contact information of the
employer contact person. This fields holds up to 80 characters (including
spaces). For the RFA 20-R State-Level OJT program the provider's name &
contact information (phone/fax/email) will be stored here. Avoid using separator’s
as much as possible (comma'’s, /, -). An example of contact information would be:
Sue Smith (585) 319-7716 suesmith@ace.org.

e Complete the City/State/Zip Code & WIB fields. Click on Save.
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Chapter 2 — Provider Services
Provider Module, Provider Detail Window — Contact Info Tab

For the RFA 20-R State-Level OJT program Daniel Brophy has been designated as the
contact person for the main provider record.

Staff can use the contact listed on the Provider Detail/General Info tab — Street
Address (line 2) field, to keep track of their OJT employer’s contact’s information.

The Contact Info tab will not be used for updating provider contact information.

CUSTOMER EMPLOYER STAFF

Provider Search Offering Search Offering Detail

RFA 20-R State-Level OJT ID: 17203 1of1

General Info

-

I el izt | Canzzoaned
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Chapter 2 — Provider Services

Provider Module, Provider Detail Window — Services Tab

The Services tab is where all services a Provider offers are created and listed. One or
more Offerings will need to be linked to each RFA 20-R State-Level OJT provider
service.

CUSTOMER EMPLOYER

" Provider Detail | Offering Search

STAFF
DOffering Detail

Provider Search

RFA 20R State-Level OJT ID: 17203 @@ 40f4
[GeneralInfo| el Service Performance | Comments |
Service Detail

@3ervice Categaory Training
@Senvice Type Onthe Job Training (OJT)

@Senice Name | Clark Welding @\WIA Eligible Status | Approved
Description | Welding 0JT
Semvice ID | 20483 Training Credit Hours l_
Total Service Length: Weeks | Days | Hours |

O*Met Title | 51412200  Welding, Soldering, and Brazing Machine Setters, Operators, and Tenders
CIP Code Welding Technology/Welder

il A

Category Senvice Type Senvice Mame Description |
1 /|Training Onthe Job Training (QJT) Clark Welding Velding OJT
1 /|Training Onthe Job Training (QJT) |B & H Construction arpentry OJT
1 /|Training Onthe Job Training (QJT) |Davis.ﬁ\utobody Repair Velding OJT
1 /|Training Onthe Job Training (QJT) Wallgreens - Hertal Ave, Buffalo |Btore Manager OJT
1 /|Training Onthe Job Training (QJT) TestLocation est Description
1 |Training On the Job Training (OJT) Schenectady Building Supply IngBrickmason OJT
1 |Training On the Job Training (OJT) |BestBuilt Inc. arpentry OJT

NewService| | | |

Save | Prirt | Betum to Search | Comments |

Check to be sure the Service is not already listed. If it is, perform an Offering Search
to be sure an Offering does not already exist. An Offering Search can be performed
from the Offering Search Window using the provider’'s name to locate all of the offerings
from the provider.
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Chapter 2 — Provider Services

Provider Module, Provider Detail Window — Services Tab

After verifying that a specific Offering does not already exist highlight the Service by
checking the box next to the Service and click on the New Offering button.

CUSTOMER

Provider Search

EMPLOYER
Offering Search

STAFF
Dffering Detail

RFA 20-R 5tate-Level QJT 1D: 17203 @@ 4 of 4
[General Info | Contact Info | =] Service Performance | Comments
Service Detail

@Senvice Category | Training

@Senvice Type Onthe Job Training (0JT) Service
@Senice Name B & H Construction | @WIA Eligible Status | Not approved |
Description | Camentry 0JT |
Semvice ID | 20484 Training Credit Hours |:| Programs
Total Service Length: Weeks | | Days | | Hours | |
ONet Title Construction Campenters O"Net Titles
CIP Code  Camentry/Campenter CIP Code
| Cateqgory | Semvice Type Semvice Mame Description |
[1|Training (On the Job Training (0JT) Clark Welding ‘Welding OJT
Training On the Job Training (OJT) B & H Construction Carpentry 0JT
] |Training 0On the Job Training (OJT) Davis Autobody Repair ‘Welding OJT
[1|Training (On the Job Training (0JT) Wallgreens - Hertal Ave, Buffalo | Store Manager OJT
1 /|Training 0On the Job Training (0JT) Test Location Test Description
] |Training On the Job Training (0JT) Schenectady Building Supply Ing Brickmasaon OJT
[1|Training 0On the Job Training (0JT) Best Built Inc. Carpentry OJT
MNew Service | | Prirt Service New Offering

§a|re| Prirt |EﬂumtoSeard1 Comments

This will navigate you to the Offering Detail Window.
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Chapter 2 — Provider Services

Provider Module, Offering Detail Window — General Info Tab

CUSTOMER EMPLOYER

Provider Search Provider Detail Offering Search
B & H Construction Offering 1D:

General Info
Provider Info
Provider Name  RFA 20-R State-Level QJT
Senvice Category Training
Semnvice Type Onthe Job Training {OJT)
Senvice Description Campentry OJT

Location Schedule
Location w | Start Date I:l End Date I:l
Address Hest. Bl Ing.. Cmir Start Time End Time
Schenectady Building Supply Inc. - Schenactady
Walgreens Sun. [ Mon. [] Tue. [ Wed [ Thu. [ Fri. [] sat [
City Davis Autobody Repair - Troy
B & H Construction - Mewburgh
Zip|20-R State-Level OJT Program
Clark Welding - Troy

Additional Info
Cost Total Seats Available Seats

Description

Save Single Sawe Ongoing | Provider Services | Retum to Search

On the General Info tab of the Offering Detail Window:

In the Location box, use the Location drop-down menu to choose the OJT Provider
Location to which the offering is being attached.

Do not enter Start and End Dates and Times in the Schedule box. Click on at least
one day of the week in the Schedule box. In the Additional Info box, add “1” to the
Cost field. Leave the Total Seats and Available Seats fields empty.

Click on the Save Single button on the lower left of the screen (do not use Save
Ongoing). To return to the Provider Services screen, click on the Provider Services
button. Repeat for the next Service, if needed.

Use the description field to provide appropriate information on the offering/OJT.
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Chapter 2 — Provider Services

Provider Module, Provider Detail Window — Services Tab

If the OJT service is not listed, click on New Service on the lower left of the screen.

STAFF

CUSTOMER EMPLOYER

Provider Search Offering Search Offering Detail

RFA 20-R State-Level OJT ID: 17203 10f1
[General info | Contact Info JELllls [Comments|
Service Detail
@Senvice Category Training
@Senice Type Onthe Job Training {OJT)
@Senvice Name |Clark Welding @\WWIA Eligible Status | Approved

Description | Welding 0JT
Semvice ID | 20483 Training Credit Hours l—
Total Service Length: Weeks | Days | Hours |
O*Met Title [ 51412200 | Welding. Soldering, and Brazing Machine Setters, Operators, and Tenders
CIP Code Welding TechnologyWelder

Category Service Type Service Name Description
[ |Training n the Job Training (OJT) Clark Welding Welding OJT
[ |Training n the Job Training (OJT) B & H Construction Carpentry OJT
[ |Training n the Job Training (OJT) Davis Autobody Repair Welding OJT
[ |Training n the Job Training (OJT) Wallgreens - Hertal Ave, Buffalo §Store Manager OJT
[ |Training n the Job Training (OJT) Test Location Test Description
[ |Training on the Job Training (OJT) Schenectady Building Supply IngBrickmason OJT
[ |Training on the Job Training (OJT) Best Built Inc. ICarpentry oJT

| |

Save | Print | Betum to Search | Comments |

Green dots indicate required information.

EMPLOYER STAFF

Offering Detail

CUSTOMER

Provider Search

Offering Search

RFA 20-R State Level OJT 1D: 17203 1 of 1
[General info | Contact info [ d i) Service Performance | Comments |
Service Detail
@Service Category
@Service Type Service
@Service Mame | | @WIA Eligible Status | Mot spproved -
Description |
Semvice ID Training Credit Hours Programs
Total Service Length: weekﬁl |Days | | Hours | |
O*MetTitle| | O-Net Titles
CIP Code CIP Code
Category Service Type Service Mame Description I
[]|Training On the Job Training (OJT) Clark Welding Welding OJT
[1[Training 2n the Job Training {(2JT) B & H Construction Carpentry OJT
[]|Training On the Job Training (OJT) Davis Autobody Repair Welding OJT
[1[Training On the Job Training (QJT) Wallgreens - Hertal Ave, Buffale |Store Manager OJT
[]|Training On the Job Training (OJT) Test Location Test Description
[1|Training On the Job Training (QJT) Schenectady Building Supply Ing Brickmason OJT
[1|Training On the Job Training (OJT) Best Built Inc. Carpentry OJT
w
Mew Service | Delete Service | Print Service | | |
Save | Prirt | Betum to Search | Comments |
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Chapter 2 — Provider Services

Provider Module, Provider Detail Window — Services Tab

Provider Search

Service Detail

Description |

Total Service Length: Weeks |

onette| |

CUSTOMER

Provider Detail

EMPLOYER

Offering Search

RFA 20 R State Level OJT

[General info | Contact info [l Service Performance | Comments |

@Service Category
@Service Type

ID: 17203

@Service Mame |

STAFF
Offering Detail

Service
] @WWia Eligible Status | Mot approved —

1 of 1

Service ID

Training Credit Hours

| Days |

|H0ur5|

Programs

O~MNet Titles

Mew Service | Delete Service |

Print Service |

Save | Prirt | Betum to Search | Comments |

CIP Code CIP Code

Category Service Type Service Name Description I
[ [Training On the Job Training (OJT) Clark Welding welding OJT
(] |Training On the Job Training (OJT) B & H Construction Carpentry OJT
[]|Training On the Job Training (OJT) Davis Autcbhody Repair Welding OJT
[] |Training On the Job Training (OJT) Wallgreens - Hertal Ave, Buffalo | Store Manager OJT
[ ] |Training On the Job Training (OJT) Test Location Test Description
[ ] |Training On the Job Training (OJT) Schenectady Building Supply Ing Brickmason OJT
[1|Training On the Job Training (QJT) Best Built Inc. Carpentry OJT
™

In the upper right of the Service Detail box, click on Service. This will open a dialog
box called “Service Category/Type Selector”. You can use the Keyword(s) Search
button or click on the L2 Training folder to locate the appropriate Service Category &
Type. A Keyword(s) search in the example below using “OJT” as the keyword in the
search box located the appropriate folder — “On the Job Training (OJT)".

RFA 20-R State Le
Service Detail
@Senvice J

@ Servi

@Senvic

Des

Sq

Total Service

o

Cl

Category

[1|Training
[1|Training
[1|Training
[1|Training
| 1| Training
L1 |Training
| 1| Training
L1 |Training
| 1| Training

CUSTOMER
Provider Search Zl Service Categary/lype Selector -- Webpage Dialog

EMPLOYER

Service CategoryType Selector

1 L2 Training
L5 Training

— Fltnthe Job Training (Gt
1 L2 WA Youth Specific

L3 Training
|

[l ©on the Job Training (OJT})

I Kewnword{s) | aJT

| Search |I

Ok | Clear | Cancel

1 of 1

New Service | Delste Service |

Prnt Service |

| Show Delstes |

Sawve | Prirt | Betum to Sean’.:h| Comments |
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Chapter 2 — Provider Services

Provider Module, Provider Detail Window — Services Tab

Click on the appropriate L2 Service Category & Type, “On the Job Training (OJT)”,
and then click OK. This will populate both the Service Category and Service Type fields.

CUSTOMER EMPLOYER STAFF

Provider Search Offering Search

RFA 20-R State-Lewvel OJT 1D: 17203 1 o0f1

Offering Detail

Service Detail
@Sernvice Category  Training

@Semnice Type | On the Job Training (OJT) Service
I 7 I
: : =

'
Description |

Service ID Training Credit Hours | | __ Programs_ |
Total Service Lel'gill:'w‘eeks| |Days| Hours
O*MetTitle| | O*Net Titles
CIP Code CIP Code
Category Sermvice Type Service Mame Description I
]| Training on the Job Training (OJT) Clark Welding Welding OJT
[ |Training On the Job Training (OJT) B & H Canstruction Carpentry OJT
[ |Training On the Job Training (OJT) Davis Autobody Repair Welding OJT
[]|Training On the Job Training (OJT) Wallgreens - Hertal Ave, Buffalo |Store Manager OJT
] |Training on the Job Training (OJT) Test Location Test Description
] | Training Con the Job Training (OJT) Schenectady Building Supply Inc Brickmason OJT
[1|Training on the Job Training (OJT) Best Built Inc Carpentry OJT
4 | Training On the Job Training {(OJT) _ _

Mew Service | Delete Service | Prirt Service | |

Sawve | Print | Betum to Searchl Comments |

The Service Name will be the name of the OJT employer. In the example below the
service name is “Wallgreens — Dover Ave, Buffalo” and the Description can be the type
of OJT training (Carpentry, Welding, Brick Mason etc.), or it can be based on the
employers description of the specific OJT program. Enter the service name and
description in the appropriate fields. The WIA Eligible Status will remain “Not Approved”.

CUSTOMER EMPLOYER STAFF
. Provider Detail | Offering Search Offering Detail

RFA 20-R State-Level OJT 1D: 17203 1 o0f1
[General info | Contact info JEEM Gl Service Performance | Comments|
Service Detail
@Service Category Training

Provider Search

LA B = = g e e e =y g e AL
@Service Name | Wallgreens - Dover fve, Buffalo | @WiA Eligible Status | Not approved -
Description | Store Manager OJT
— —_
Senvice 1D | 20562 Training Credit Hours Programs
Total Service Length:Week5| |Day5| |Hour5|

oMetTitte| | O=Net Titles
CIP Code CIP Code

| Category | Senice Type | Service Mame | Description |
1 [Training [on the Job Training (0JT) [clark welding - Albany [welding oJT |~
1 |Training On the Job Training (OJT) Best Built Inc. Carpentry OJT
[ | Training On the Job Training (0OJT) Wallgreens - Dowver Ave, Buffalo |Store Manager OJT
1 | Training On the Job Training (OJT) Hunts Foint Electrical Electrician ©OJT
1 |Training On the Job Training (OJT) Schenectady Building Supply Ing Brickmason OJT
[1|Training On the Job Training (OJT) Ace Hardware - Albany Bookkeeping OJT 3
1 | Training On the Job Training (OJT) Test Location Test Description
1 |Training On the Job Training (OJT) Cortland Glass Glass making OJT
[1|Training On the Job Training (OJT) Wallgreens - Hertal Ave, Buffalo |Store Manager OJT =

New Service | Delste Service | Print Service | New Offering | Show Deletes

Print | Betum to Searchl Comments |
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Chapter 2 — Provider Services

Provider Module, Provider Detail Window — Services Tab

Next, click on the Programs button. This will open the “Programs — Webpage Dialog”
box. Select “RFA 20-R State Level OJT” from the dialog box and hit the Save button on
the dialog box. This will not populate any fields on this page.

EMPLOYER STAFF

CUSTOMER

Provider Search Offering Search Offering Detail

RFA 20-R State-Level OJT 1D: 17203 1 of1
[General Info | Contact Info [S00 /2 Programs -- Webpage Dialog
Service Detail Programs
@Service Category | Trai L i@ S i e S LS 3
@Senvice Type | On [] FYDE-09 / Youth Weatherization Pilot 1 Service
@Service Mame | Wal [ Incumbent Worker Waiver = =3
Descrlptlon@ [] WNYC Business Sclutions Training
Senvice |D | 205 Programs
[] OCFS Youth -
Total Service Length: Wee
[] PY 2000 State Supplemental Funding
O Met Title | | _ ONet Titles
CIP Code [] PY 2000 State Supplemental Funding CIP Code
[] PY2000 Additional Service Program
Traac [] PY2000 Test Program e

1 |Training On the Jo [ PY2005 Test Program oJT

[]|Training on the Jo [+] RFA 20-R State Level OJT ry OJT

[] |Training on the Jo [ WIRED oJT

[]|Training on the Jo | pnager OJT

[] |Training On the Jo [ Youth ITAWaiver ~ | fscription

[] |Training on the Jo san OJT

= Save | Cancel

L | |[Training on the Jo 44 ry OJT

[ | Training On the Job Training (0. Wallgreens - Dover Ave, Buffalo |Store Manager OJT

Mew Service Delete Service | Print Service | Mew Offering |
Save | Prirt | Betum to Search | Comments |

Please Note: Do not populate the O*Net Title on this page.

CUSTOMER EMPLOYER STAFF
Provider Search Offering Search Offering Detail
RFA 20-R State-Level OJT 1D: 17203 1 o0f1

[General info | Contact info [LEE L Service Performance | Comments|
Service Detail
@Senice Category | Training

@Service Type Onthe Job Training (OJT) Service

@Senvice Name | Wallgreens - Dover Ave, Buffalo | @\WIA Eligible Status | Mot approved -
Description | Store Manager OJT
Service |D | 20562 Training Credit Hours Programs
Total Service Leng‘lIl:WeeKs| |Day5| |Hour5| |

O*MetTitle| | O-Net Titles

CIP Code CIP Code

I Category I Service Type I Service Mame I Description I
[1Training [on the Job Training (0JT) [clark welding - Albany [welding 0JT B

[ ]| Training Cn the Job Training (QJT) Best Built Inc. Carpentry OJT

Training On the Job Training (OJT) wWallgreens - Dover Ave, Buffalo | Store Manager OJT
[1|Training On the Job Training (0JT) Hunts Point Electrical Electrician OJT
[]|Training On the Job Training (OJT) Schenectady Building Supply Ing Brickmason OJT
[]|Training On the Job Training (OJT) Ace Hardware - Albany Bookkeeping OJT 3
[1|Training 2n the Job Training {(OJT) Test Location Test Description
[1|Training ©2n the Job Training (OJT) Cortland Glass Glass making OJT
[1|Training 2n the Job Training {(OJT) Wallgreens - Hertal Ave, Buffalo |Store Manager OJT B
Mew Service | Delste Service |  Print Service |  New Offering | Show Deletes

Save | Print | Retum to Searc:hl Comments |
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Chapter 2 — Provider Services

Provider Module, Provider Detail Window — Services Tab

CUSTOMER EMPLOYER STAFF

Provider Search Difering Search
RFA 20-R State-Level OJT 1D: 17203

Services [Comments |
Service Detail
@Senvice Category | Training
@Senvice Type Onthe Job Training (DJT)
@Senice Name| Wallgreens - Dover Ave, Buffalo |

Offering Detail

1 of 1

@WIA Eligible Status | Mot approved

Description | Store Manager OJT

Electrician OJT

[1|Training

[1|Training Onthe Job Training (QJT) Schenectady Building Supply Inc Brickmason OJT
[ {Training On the Job Training (OJT) Ace Hardware - Albany Bookkeeping OJT
[ {Training On the Job Training (OJT) Test Location Test Description
[1|Training Onthe Job Training (QJT) Cortland Glass Glass making OJT
[ {Training On the Job Training (OJT) Wallgreens - Hertal Ave, Buffalo |Store Manager OJT
Fl i = e Al m | mke T - £ T (=9 : FIY W S CITI [ N

Mew Service

Save

vice | Pant Senice

New Offering | Show Deletes

, Prirtt | Betum ta Search| D::mmentsl

Service
vl
|
[Sem‘ceID 20562 ] Training CreditHours |~ Programs
Total Service Length: Weeks | Days| |Hours | |
ONetTitle, | O"Net Titles
CIF Code CIP Code
Category Service Type Semnvice Name Description
[1|Training On the Job Training (QJT) Clark Welding - Albany ‘Welding OJT )
[ {Training On the Job Training (OJT) Best Built Inc. Carpentry OJT
Training 5 - D Store Manager QJT

| £

Click the Save button at the bottom of the window to save the service.

A “Record Saved” message will appear briefly in the top right portion of the window and
a 5 digit Service ID number will be assigned to the new service by NYOSOS.
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Chapter 3

Job Seeker/Customer Data Entry

Any customers that are active and have services already recorded, must have their
record reviewed prior to entering additional services.

- To review what has been provided.

- To avoid duplication.

- To better coordinate services.

From the Customer Module, Customer Detail Window navigate to the customer’s
Service History record on the Services Window by clicking on the Services button at
the bottom of the window.

PROVIDER STAFF

EMPLOYER

Customer Search Services

Malinak, B J

Comp AsSsess

~ Customer Data — @Ethnic Heritage
@55M MNIA @Status | Active bt @Job Seeker | Active W (1 Hispanic or Latino
@lUsername| 768TUYTU | @Password | 867UTRIK | (2 Net Hispanic or Latino
@Last Name| Malinak | @FirstName | B || (%) Mot Disclosed
Date of Birth| 05/07/1575 @Gender Male ~ ~ “Race )
@Address| 2784 Malinak Way (W) - G e e
[]Asian
. []Black or African American
@City| Albary | sState | New Yo “ | [OHawaiian or Pacific Islander
*Zip Code| 12240 County | Abany > White
Country| United States b4 Metra w [ Not Disclosed
Phone| 755-757-4777 | Alt | Fax
. -~ Education & Employment
Email @Education Level
@U.S. Citizen | 12 Grade - HS Graduate ~|
5 @School Status
~ Customer Assignment i
N - . | Mat attending school; H.S5. Graduate  |» |
Staff Assigned  Brophy, Daniel | Change | Registered | 07/01/2010 @Employment <
WIB Assigned Tester WIB | orgn St || remred vl
Agency  Department of Labor | Cl'lil'lgel Profled |~ .contactPreferences
Office| 0508 Central Security Unit | _Office Profiled Date. | Use Postal [ Fax
Ul Claimant| ~| internet Resume [ Confidential (] | [] Pri. Phone [ Email
[] Ait. Phone
Save | Start Matchll| Services Assess | Activity | |LA. Referals | Comespond | IVR | Betumito Srch | Comments Tag Resume | Scheduls

Review all of the customer’s L1 & L2 services in the Service History tab.

PROVIDER EMPLOYER STAFF

Customer Search Customer Detail Comp Assess . Services
Malinak, B J SSN: 0S50S ID: NY000315696
<¢ | < [Agency Info | Achievement Objectives | Servi

Senvice Date Staff Agency Office A
[ |Career Development Services (COS) - 14 Outcor 12/02/2010| Kathleen Tully Department of Labor |MNY9989
[] |Assessment Interview, Initial Assessment 12/02/2010 Kathleen Tully Department of Labor |MNY9989
[ |Clark Welding 112212010/ Daniel Brophy Department of Labor |OS03 Central Security
[ |Clark Welding 112212010/ Daniel Brophy Department of Labor |OS03 Central Security
[ |Clark Welding 11/M12/2010/Daniel Brophy Department of Labor |OS03 Central Security
29
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Chapter 3 —Job Seeker/Customer Data Entry

Customer Module, Services Window — Agency Info Tab

The Agency Info tab shows what area or areas are working with the customer. A
customer must be active in an agency, with an intake date and an enroliment date, in
order for the enrollment data to be entered. The Intake and Enrollment Dates will be
visible and the Status will be Active. Click the check box next to any listed agency to
view the Intake and Enrollment Dates.

e If the customer is active in your agency move to the Services tab.
e |If the customer is inactive in your agency you must make the customer active.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess Senvices
Malinak, B J SSN: 0S0S ID: NY000315696

<< < A:himmentnuiezﬁves [Services | Service History | Enroliments | Outcomes | Comments | Audit | Training Ad{ > 1> |

@Agency |Department of Labor

@Intake Date M Enroliment Date M
Termination Date li
Termination Reason |
Status | Active
Agency Status
[] |Department of Labor Active
] |Mew York WAE Active

|

Save | Customer Detail | Comp Assess | Comments | Check Labor Market Information |

If your agency is listed as Inactive highlight it by clicking on the box next to the agency
name. Remove the Termination Date & Termination Reason. Click on Save.

If your agency is not listed on the Agency Info tab click on the New Agency button at
the bottom center of the screen. Select the appropriate area or Department of Labor
from the Agency drop-down menu and enter the Intake and Enrollment dates. The
Intake and Enroliment dates are required and the Status field must be Active for
services to be entered. The Intake and Enroliment dates’ format is mmddyyyy.

Click Save after entering data.
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Chapter 3 —Job Seeker/Customer Data Entry

Customer Module, Services & Offering Search Windows

The Services tab of the Services Window will have a record of all L2 Services provided,
or scheduled to be provided, to the customer. Click the New Service button to enter L2
services. You will be automatically directed to the Offering Search Window of the
Provider module. The Offering Search Window is where a user searches for the
appropriate L2 service to link to the customer.

PROVIDER EMPLOYER

Customer Detail Comp ASsess . Sendces |

Customer Search

Malinak, B J SSN: OS50S ID: NY0OD0315696
[<<] < TAgency info [Achievement Objectives Lsuiudl Service History | Enroliments | Outcomes | Comments | Audit | Training Aa{ > ]>>]
Dretail Funding
Provider Name | Functional Alignment PYY 2006 | | | | | |
Original Obligation § 1.00 Total Obligation| 5 1.00 1] | | | | |
Offering Cost |5 100 Actual Cost

Planned Start Date Im Planned End Date Im
Actual Start Date [ 07/01/2010 Actual End Date [07/01/2010
Mext Contac:tDateIi Minimum Hours’ﬂi
Frogram Svc Type Im Completed Ir
Mumber of Weeks
Min. Prog. Agreed |

Achv. Objective | Total Funding [$100 ==
Program | Petiion=|
Agency Department of Labor RR Event# |
Office| OS50S Central Security Unit
| Achievement Objective | Service |
II:II |Assessmemlntewiew, Initial Assessment |
(=1 [Microsoft 2007 Training |

I T | |

Save | Customer Detail | Comp Assess | Commentsl Check Labor Market Information |

On the Offering Search Window, click on the General Info tab. The Quick Search tab
is not used in an offering search.

EMPLOYER STAFF
ffering Search Offering Detail

CUSTOMER

Provider Search

Quick Search BTy | Custom

— Offering 1D
10 1
[ g
Ime)
D 4
D 5
ID &
o7
IC &

1D 9 IiI

Provider Detail

|:|I Frovider Mame I Frovider Service Mame I Laocation I Start Date I Start Time I End Date I End TirrleI

O I I I I I I |
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Chapter 3 —Job Seeker/Customer Data Entry

Provider Module, Offering Search Window — General Info Tab

The WIB field will automatically default to the area of the user. You should leave the
WIB field blank since we have one statewide Provider for this program. Enter the first 5
characters of the provider's name in the Provider Name field: RFA 20.

Click on the Search button. If the desired results do not appear, adjust the search
parameters by using “RFA” in the Provider Name field and click on Search again.

The search will show how many total records are available and list the first 25, 50 or
100 records. The system default is 25 results but you can request 50 or 100 by
changing the number prior to clicking Search.

CUSTOMER EMPLOYER STAFF
Provider Search Provider Detail ffering Search Offering Detail
Location Start Date Range
wWiB | v| city | From | . To|
Provider Information
Frovider Mame | RFA 20 | Sernvice Name I:I Frogram | v|
Provider Status
Senice Type Sernvice Type
|:|| Provider Mame Provider Sernvice Name Location Start Date | Star‘cTimel End Date | End Time |
Search | Clear| | | | | v
< 25 | &
>3 =0 £
| ey pr——— | ik JrEN= central Sunnnart | nit | Tearirite famrch Tnamamnis 0
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Chapter 3 —Job Seeker/Customer Data Entry

Provider Module, Offering Search Window — General Info Tab

The graphic below illustrates an example that returned search results using the first 5
characters of the provider’'s name as the search criteria, (RFA 20). You can sort the
search results listing alphabetically by clicking on the Provider Service Name heading.

CUSTOMER EMPLOYER STAFF

Provider Search Prowvider Detail Offering Sea ¥ Offering Detail

1-16 of 16

General Info| [EFETETA

Location Start Date Range

WIB | | ity | | Fram | | 7ol

Provider Information

Frovider Mame | RFA 20 Service Name |:| Frogram | v|

PrOVIOer SIamlS  Aetive s

Service Type Service Type
- Frovider Mame Frovider Service Mame Location Start Date | Start Time | End Date End Time
[] |RFA 20-R State-Level OJT Ace Hardware - Albany Rochester ]
[] |RFA 20-R State-Level OJT B & H Construction Albany 10M5/2010 12/23/2010
[] |RFA 20-R State-Level OJT B & H Construction Albany
[[] |RFA 20-R State-Level OJT B & H Construction Albany -
[] |RFA 20-R State-Level OJT B & H Construction Albany
[] |RFA 20-R State-Level 0T Clark Welding Troy
[] |RFA 20-R State-Level OJT Clark Welding Albany =
100 |~ ||| Search | Clear | | | Prirt List |

Highlight the appropriate service offering and click Detail

CUSTOMER EMPLOYER STAFF

Provider Search Prowvider Detail Cffering Sea § Offering Detail

1-16 of 16

m General Info ﬁ

Location Start Date Range
WIB | | city | | From | | Tol

Provider Information

Frovider Mame | RFA 20 | Service Name |:| Frogram | v|

Frovider Status | Active et

Service Type Service Type
- Frovider Mame Frovider Service Mame Location Start Date | Start Time | End Date End Time
[1|RFA 20-R State-Level OJT Ace Hardware - Albany Rochester S|
[] |RFA 20-R State-Level OJT B & H Construction Albany 10/15/2010 12/23/2010
[] |RFA 20-R State-Level OJT B & H Construction Albany
[] |RFA 20-R State-Level OJT B & H Construction Albany =
[ |RFA 20-R State-Level OJT B & H Construction Albany
W

RFEA 20-R State-l evel OJT Clark Weldine Troy
[ |RFA 20-R State-Level 0JT Clark Welding &

Tl s oo o ctmtn 1 omiima i | tmrte 1 rn i [Py ..

. T T
Search | Clearl Detail Print List
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Chapter 3 — Job Seeker/Customer Data Entry

Provider Module, Offering Detail Window — General Info Tab

Review the Offering Detail Record to ensure that it is the correct offering in the correct
location.

Click the Return to Search button after reviewing the offering to return to the Search
Results list.

CUSTOMER EMPLOYER

Provider Search Provider Detail Offering Search
Clark Welding Offering 1D: 26896 1of1
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Chapter 3 —Job Seeker/Customer Data Entry

Provider Module, Offering Search Window — General Info Tab

Click the Schedule button which will place the offering in the customer record in the
Services tab.

STAFF

EMPLOYER

Provider Detail Offering Search Difering Detail

CUSTOMER

Provider Search

1-8of8

g )| |General Info m

Location Start Date Range
WIB | Tester WIB v/| City | | From . To|
Provider Information

ProviderName|RFA2l} | ServiceNamel:l F’rogram| v|

Provider Status | Active

Service Type Service Type
[ ] Provider Name Provider Service Name Location Start Datg Start Time | End Date | End Time
[ |RFA 20-R State-Level OJT Schenectady Building Supply Inc.  [Schenectady o
[ |RFA 20-R State-Level OJT Test Location Troy
[ |RFA 20-R State-Level OJT Clark Welding Albany
] |RFA 20-R State-Level OJT Wallgreens - Hertal Ave, Buffalo Buffalo
] |RFA 20-R State-Level OJT Davis Autobody Repair Troy
RFA 20-R State-Level 0J
] |RFA 20-R State-Level OJT Schenectady Building Supply Inc.  [Schenectady =
1 |l‘|l'ﬁ AN D Cdnde | ocon O IT Il"\n..:n PR N SN PR IT.—.—n. I | I |Z

25 v | Search | Clear | Detail | | Print List | Schedule |
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Chapter 3 —Job Seeker/Customer Data Entry
(Customer Module, Services Window, Services Tab)

Highlight the offering to activate the Detail section.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess

Malinak, B J SSN: OS05 ID: NYD0D315696
[<<[ < [Agency info [ Achievement Objectives g Service History | Enroliments | Outcomes | Comments | Audit | Training Ad{ > |>>]
Detail Funding
Provider Name | RFA 20-R State-Level OJT | Level | Source | Dbligatedl Actual | Oblig # |
Criginal Obligation Total Obligation £ 0.00 O] | | | | |
Offering Cost =2 1.00 Actual Cost
Flanned Start Date Flanned End Date
Actual Start Date Actual End Date
Mext Contact Date Minimum Hours
Program Swc Type - Completed L

Mumber of Weeks
Min. Prog. Agreed

Achv. Objective - Total Funding Add
Frogram w Petition # b
Agency| Department of Labor Change RR Event # w |
Office 0SOS Central Security Unit Office
| Achieverment Objective | Senvice |

| |Assessmentlntewiew. Initial Assessment |

Microsoft 2007 Training

Mew Service | Delste Service | Authorzation | IPA Service Summarny | | Tracking | |

i

A

Save | Customer Detail | Comp Assess | Comments | Check Labor Market Information |

The following fields must be populated on the Services tab:

Planned Start Date (cannot be a greater date than the date of data entry)
Planned End Date

Actual Start Date (cannot be a greater date than the date of data entry)
Program Svc Type (drop-down) - Non-ITA Training for OJT programs.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess

Malinak, B J SSMN: 0SO0S ID: NYDD0315696
[<<[ < [Agcncy Info [ Achicvement Objcctives |G| Scrvice History | Enroliments | Oulcomes | Comments | Audit | Training Ad| > |>> |
Dretail Funding
Provider Mame RFA 20-R State-Level OJT | Level | Source | Obligated | Actual | oblig# |
Original Obligation Total Obligation s 0.00 o] | | | | |
Offering Cost £1.00 Actual Cost

Flanned Start Date | 11/22/2010 Planned End Date | 02/22/2010
Actual Start Date | 11/22°2010 Actual End Date
Mext Contact Date Minimum Hours

Program Svc Type | Mon-ITA Training | Completed -
Min. Frog. Agreed
Achv. Objective - Total Funding Add
FProgram e Petition # b
Agency| Department of Labor Change RR Event # w |
Office 0S0S Central Security Unit Office
| Achievernent Objective | Service |

| |.-°«ssessment|nterview. Initial Assessment |
Microsoft 2007 Training

I

Mew Service ﬁfemce | Authorzation | IPA Service Summany | | Tracking | |
Save | stomer Detail | Comp Assess | Comments | Check Labor Market Information |
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Chapter 3 —Job Seeker/Customer Data Entry

Customer Module, Services Window, Services Tab

The training service must be linked to the Program. Click the Program drop-down arrow
and highlight “RFA 20-R State Level OJT".

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess . Services |
Malinak, B J S5N: 0505 ID: NY000315696
[<<[ < [Agency Info | Achievement Objectives |l Service History | Enraliments | Outcomes | Comments | Audit | Training Ad( > |>>)
Detail Funding
Provider Mame RFA 20-R State-Level QJT | Level | Source | Dbligatedl Actual | Oblig # |
Original Obligation Total Obligation §0.00 O] | | | | |

Offering Cost| s 1.00 | ActualCost
Flanned Start Date Flanned End Date

Actual Start Date| 11/22/2010|  ActualEndDate] |

:> Mext Contact Datel:l Minirmurm Hour5|:|
b

Program Svc Type | Non-ITA Training |+ Completed

Mumber of Weeks
Min. Prog. Agreed |

Achv. Objective v | TotalFunding | Add | =

Program Petition #
Agency RR Event# v|

BusiNY5 38Q Incumbent Worker Training Contract
Office | Chamber of Commerce OJT
FY08-09 / Youth Weatherization Filot

Incumbent Worcer Waiver Senvice
NYC Busi Solutions Traini
O ocrsYout Assessment Interview, Inftial Assessment
OJ PY 2000 State Supplemental Funding Microsaft 2007 Training
PY 2000 State Supplemental Funding 2k Waldi
PYZI}I}I} Pdditional Service Program R

PY2000 Test Program
PY2005 Test Program

LLAZNLE State Lavel QLT
New Sen ]\';”RE?TAW vice Summary | Tracking |
out Waiver

Save | Customer Detail_| Comp Assess Cnmmems| Check Labor Market Information |

A useful tool, especially for customers in training situations, is the Next Contact Date
field. Entering a date in this field will generate an Inbox notice to the staff person on
that date, reminding them to contact the customer. Enter a formal date (mm/dd/yyyy).

Click on Save.
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Chapter 3 —Job Seeker/Customer Data Entry

Customer Module, Services Window, Services Tab

Enter $1 into the Total Funding and click on Add.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess . Services |
Malinak, B J SSN: OS0S ID: NY0D0315696

[<<] < [Agency into | Achievement Objectives [Ebliad] Service History | Enroliments | Outcomes | Comments | Audit | Traning Ad( > [>>]
Detail Funding
Provider Name  RFA 20-R State-Level OJT | Level | Source | Obligated | Actual | oblig# |
Original Obligation Total Obligation s 0.00 =] [ [ [ [ |
Offering Cost| £ 1.00 Actual Cost
Planned Start Date| 11/22/2010| Planned End Date | 02/22/2011
Actual Start Date | 11222010 Actual End Date
Mext Contact Date Minimum Hours
Frogram Swvc Type | Non-ITA Training | Completed w
Mumber of Weeks
Min. Prog. Agreed ]

N
Achy. Objective | ) Total Funding | £ 1.00
ldf

Program | Petition # ~
Agency| Department of Labor Change RR Event # ~]
Office OS50S Central Security Unit Office
| Achievermnent Objective | Service |

|Assessmentlntewiew. Initial Assessment |
Microsoft 2007 Training

00

Mew Service | Delete Service | Authorization | IPA Service Summany | | Tracking | |

Save | Customer Detail | Comp Assess | Comments | Check Labor Market Information |

From the Funding — Webpage Dialog box check the box next to Dislocated Worker
Statewide 15% fund.

PROVIDER EMPLOYER

Customer Detail

Customer Search Comp Assess

Malinak, B J SSN: OS0S5 ID: NYD00315696
<< < [Agency info [ Achievement Objectives LU Lia ] Service History | Enroliments | Outcomes | Comments | Audit | Training Ad{ > >>]
Detail Funding

Frovider Mame RFA 20-R State-Level OJT
ariginal Obligation
Offering Cost

Source Cbligated

e | Funding -- Webpage Dialog
£ 1.00

Planned Start Date| 11,222 [Funding
Actual Start Date | 1122720 Level Funding Source Year Rermaining I
Mext Contact Date []|State  |[wWia Adult Local 2009 5 499991.00 L
Program Swc Type| Non-ITA []|State |WlA Dislocated Worker Local 2009 5 496896.00
Number of Weeks L State |Youth Statewide 15% 2009 5 499999.00 —
[ ] |State |Dislocated Worker Statewide 15% 2008 5 500000.00
o

Min. Prog. Agreed

Dislocated Worker Statewide 15% 2009 |5 49999600
Incumbent Worker Statewide 15%
Program [ [State [Adult Statewide 15% |2009  [s499995.00 [l

Agency | Departmdg - B’

Office OSOS Co Cbligated ﬁxmount|:|DR Ohbligated Percentage I:l

I Achi Cancel I
mll
L

1
Microsoft 2007 Training

MNew Service | Delete Service | Authorization | IPA Service Summany | | Tracking | |

Achv. Objective =

Save | Customer Detail | Comp Assess | Comments | Check Labor Markst Information |
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Chapter 3 —Job Seeker/Customer Data Entry

Customer Module, Services Window, Services Tab

Add $1 to the Obligated Amount and click OK

EMPLOYER

Comp Assess

PROVIDER

Customer Detail

Customer Search

Malinak, B J SSN: 0S0S5 ID: NY000315696
[<<[ < Agency Info [ Achievement Objectives |kt ] Service History | Enroliments | Outcomes | Comments | Audit | Training Ad( > |>>]
Detail Funding

Provider Name RFA 20-R State-Level OJT
Original Obligation

Offering Cost| 2 1.00

Planned Start Date @ Funding

Source Obligated |  Actual Ohlig#

a Funding -- Webpage Dialog

Actual Start Date | 11/22/2 Level Funding Source Year Remaining |
Mext Contact Date| [ |5tate  [WIA Adult Local 2008 549999100 )
ngramsvc‘rype@ []|State  |WIA Dislocated Worker Local 2009  |5496896.00
Mumber of Weeks [|5tate  [Youth Statewide 15% 2008 549999900 —
- ; .
I ' oo ke S 15% S
Achv.Objectve. |5 state (Incumbent Worker Statewide 15%  |2009  [$200.00 Pad | = |
Program [ 5tate ide 15% 2008 549999500 v

Agency Departmg

Office 0505 Obligated Amount 51.[?D>Dbl|qated FPercentage
Achi ) m Cancel

O — .
F Wicrogoft 2007 Training
W
MNew Service | Delete Service | Authorization | IPA Service Summary | Tracking |
Save | Customer Detail | Comp Assess | Comm&nts| Check Labor Market Information |
Click OK.

The Verification Webpage Dialog Box will appear if:

A. There is no active WIA enrollment for the customer.

B. An existing active WIA SS/10 (Self Service/Information Only) enrollment is being
changed to a WIA Staff Assisted enroliment.

39
20-R State-Level OJT Program Desk Guide 01/24/2011




Chapter 3 —Job Seeker/Customer Data Entry

Customer Module, Services Window, Services Tab

The Verification Webpage Dialog Box will allow you to verify the relevant data in the
customer record is accurate at the time of enroliment prior to saving. It will also signify
a need to:

» Review Data Element Validation (DEV);
» Consider the need for an initial assessment; and
» Consider developing or revising an Individual Employment Plan (IEP).

Review the information for accuracy and correct, if necessary, within the Verification
Webpage Dialog box. If the pertinent information is not known, or you are not sure if the
data entry is correct, then click the “Cancel” button. This will stop the creation of the
WIA enrollment and prevent the funding from being saved.

& Yerification -- Webpage Dialog, @

©
General Information Migrant

@Education Level | 12 Grade - HS Graduate bt @Migrant / Seasonal Wkr () Yes (%) No
@School Status | Mot attending school; H.5. Graduate b Military Service
@Employment Status | Mot Employsd w Sernice Veteran []
Ul Claimant w Selective Service
Profiled Profiled Date Selective Service [ ]
Programs & Public Assistance ST _
- Reason for Leaving | Lack of work

GA
RCA

35|

Food Stamps

S5DI

Dislocated Worker
Displaced Homemaker
Other WA Programs

Income & Disability Status
Lower Living Standard | M/A % | Incoame 70% LLSIL | NAA »
Lacal Priority | MAA s
@*Disability Status | Mot Disabled %

L3 BN E S EIES S E A R

m Cancel

i; E Please Note: Changes made in the Verification Webpage Dialog Box will also
E be saved on the customer’s respective data entry screens after you click on
the OK button.
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Chapter 3 —Job Seeker/Customer Data Entry

Customer Module, Services Window, Services Tab

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess . Services |
Malinak, B J SSN: OS0S ID: NY000315696
<< | < |Agency Info | Achievement Objectives i Service History | Enroliments | Outcomes | Comments | Audit
— Detail i
Provider Name RFA 20R State-Level 0JT | | Level | Source |c:-b|igaxei Actual | Oblig # |

Original Obligation ~ Total Obligation §1.00 (] |state |Dislocated Worker Statewi{$ 1.00 [50.00 | |
otemgeosts10 | Auscost |
Planned Start Date| 11/22/2010 Planned End Date| 02/22/2011 |
Actual Start Date| 11/22/2010|  ActualEndDate] |
NedtContactDate | MinimumHours
Progam SieType Nor T Tanvs | Compleedl

Number of Weeks
Min. Prog. Agreed |
Achv. Objective| |||/ TotalFunding|s1.00 | [Add | =
Frogan) I —
Agency Department of Labor | Change RR Event#| v|
Office| 0505 Certral Securty Unit | Offics
Achievernent Objective Senice

O Assessment Interview, Initial Assessment
] Microsoft 2007 Training

Clark Welding

Click Save.
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Chapter 3 — Job Seeker/Customer Data Entry
Customer Module, Services Window, Services Tab

Ending a service

To record that a service has ended, click on the service to highlight it in the column field
and add the Actual End Date. Choose Yes or No from the Completed drop-down
field. Click on Save.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess . Services |
Malinak, Amberjack Q. SSN: 0S0S5 ID: NY000144779
[<<] < [Agency Info [ Achievement Objectives |lidtaa ] Service History | Enroliments | Outcomes | Comments | Audit | Training Ad| > >
Detail Funding
Provider Name RFA 20-R State-Level OJT | Level | Source |Dbligated| Actual |Dblig#|
Original Obligation $1.00 Total Obligation £1.00 I |state | Dislocated Worker Statew$ 1.00  |$0.00 | |

Offering Cust Actual Cost:
Planned Start Date| 11/25/2010| Planned End Date| 02/02/2011
Actual Start Date| 11/25/2010 Actual End Date| 02/02/2011
Mext Contact Datel:l Minimum Hours
Frogram Svc Typelm

Mumber of Weeks

Min. Prog.ﬂgreed| I Mo I

Achy. Objective| be——————————w!  T0tal Funding Add
Program| RFA 20-R State Level OJT v/ Pettion#| v/
Agency Deparment of Lsbor Change RR Event# v/
Office 0505 Central Security Unit Office
| Achievernent Objective | Senice

Skills Upgrading and Retraining
Seaton Health Care

MS CERTIFIED PROFESSION
Basic Skills for Life

Academic Learning

]

O0a

MNew Service | Delete Service | Authorization | IPA Service Summary | Payments Tracking |

Save | Customer Detail | Comp Assess | Comments | Check Labor Market Information |

If there are multiple services to be closed in the same record, the process can be
completed for each service in the same manner before clicking the Save button.

Most services begin and end on the same day. Exceptions include, but are not limited
to, work experiences/internships, summer employment and On-the-Job Training.

The Actual End Date cannot contain a future date. The date must be
today’s date or a past date.
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Chapter 4

Job Seeker/Customer Data Entry (Training Addl Info Tab)

The Training Addl Info custom tab is found in the Customer Module — Services
Window.

I | PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess
Malinak, B J
——

< | < fyInfo | Achiewvement Objectives | Services | Service History | Enroliments | Outcomes | Comments | Aud I >

Microsoft 2007 T|ITA-Training
D Assessment Inte Core S‘[aﬁﬁsms
O Clark Welding |Mon-ITA Training

R COrd I

B
I:I_l

Frine Lzt I— Frint Flasard || e
_Save | Customer Detai | Comp Assess | Comments | Check Labor Market Ifomtion |

This custom tab is a listing of the L2 services that have been entered for this customer
by any staff person. The user may sort the individual columns by clicking the column
headings in the Service section of the window.
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Chapter 4 — Job Seeker/Customer Data Entry (Training Addl Info Tab)

Customer Module, Services Window - Training Addl Info Tab

The Training Addl Info tab consists of four sections:
1. Service
2. Training Addl Info
3. Emerging & Transitional Workers / Disconnected Youth RFPs — Green
Component & Sector
4. WIA / TAA / State Specific Training — O*Net Title and NAICS
1. The Occupational Information Network (O*Net) is a database which
defines the key features of an occupation as a standardized, measurable
set of variables called "descriptors". The customer’s O*Net Title will be
carried over from the Customer Detail Module, Customer Detail Window,
Objective tab.
2. The North American Industry Classification System (NAICS) groups
establishments into industries based on the activity in which they are
primarily engaged.

PROVIDER EMPLOYER STAFF HELP

Customer Search Customer Detail Comp Assess Services
Malinak, B J SSN: 0505 ID: NY00D0315696
<<] < Iy info [ Achievement Objectives | Services [ Service History [Enroliments [ Outcomes | Comments | Audit s SRR S s |

| Service Emerging & Transitional Workers | Disconnected Youth RFPs
| Achv. Objective Senvice Fagm Swc Type |ﬂ Green Component ,7
[y Microsoft 2007 T|ITA-Training Sectors | 3
[y Assessment Inte Core Staff Assis
| Clark Welding |Mon-ITA Training WIATAAState Specific Training
O*MetTitle | Helpers, Construction Trades, All Gther
MAICS

Training Addl Info

Jzda Pzt Fane e Help | e

Save | Customer Detail | Comp Assess | Comments | Check Labor Market Information |

: Please note: Not all programs require data entry for all data fields in this tab.
]
TN b
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Chapter 4 — Job Seeker/Customer Data Entry (Training Addl Info Tab)

Customer Module, Services Window - Training Addl Info Tab

For customers served under the RFA 20-R OJT Program the “Pgm Svc Type” should
be Non-ITA Training.

PROVIDER EMPLOYER

Customer Search Customer Detail
Malinak, B J SSN: 0SO0S ID: NY000315696

<| < [vInfo | Achievement Objectives | Services | Service History | Enroliments | Outcomes | Comments | Audit

Tﬁlﬁ =

Microsoft 2007 T/ITA-Training el
[I Assessment Int{ Core Staff Assis
Clark Welding |Non-TA Training

I— Ozlztz | | Pring Lzt I_ Fiint fizcare m
_Save | Customer Detai | Comp Assess | Comments | Check Labor Market Ifomnation_|
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Chapter 4 — Job Seeker/Customer Data Entry (Training Addl Info Tab)

Customer Module, Services Window - Training Addl Info Tab

Place a check mark in the box next to the training service and click the Add button.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess Senvices
Malinak, B J SSN: 0S05 ID: NY000315696
[<<] < ly Info [ Achievement Objectives | Services | Seru : : : { Training AddlInfo (- (-
Service Emerging & Transitional Workers / Disconnected Youth RFPs
| Achv. Objective Senvice Pgm Svc Type >| Green Component w
[l Microsoft 2007 T/ITA-Training Sactors 7
[l Assessment Intg Core Staff Assis
| Clark Welding |Mon-ITA Training WIATAA/State Specific Training
O*Net Title
ONet Title
MNAICS
\ NAICS ‘
Training Addl Info
Record Id =
|
@ Add | Delete | Pint List Help | Print Record | Audit |
Save | Customer Detail | Comp Assess | Comments | Check Labor Market Information |

This will activate the Green Component and Sectors data fields in the Emerging &
Transitional Workers / Disconnected Youth RFPs section. These data fields are not
required for the RFA 20-R State-Level OJT program.

The O*Net Title and NAICS (North American Industry Classification System) buttons in
the WIA/TAA/State Specific Training section will become activated as well. The O*Net
Title and NAICS are used to indicate the occupational goal for the customer and the
Industry to which the respective training service is leading.
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Chapter 4 — Job Seeker/Customer Data Entry (Training Addl Info Tab)

Customer Module, Services Window - Training Addl Info Tab

f The O*Net Title is a required field for all Workforce Investment Act (WIA) and State

contract funded training. The NAICS is optional, but users are encouraged to complete
this field when the information is available.

PROVIDER EMPLOYER

Customer Search Customer Detail

Comp Assess . Services |

Malinak, B J S5N: Q505 ID: NY000315696
<< < ly info [Services| [Enrollments | Outcomes | Comments | Auit Jul LU LU CY S 55
Service Emerging & Transitional Workers / Disconnected Youth RFPs
| Achv. Objective Sernvice Pgm Svc Type }l Green Component
O Microsoft 2007 T/ITA-Training Secturs| v
O Assessment Int Core Staff Assis
Clark Welding |MNon-ITA Training WIATAA State Specific Training
O*Met Title
O~Net Title
MNAICS
MNAICS
B —
Training Addl Info
Record Id >
|
Add | Delete | Prnt List Help | Prnt Record | Audt |
Save | Customer Detail | Comp Assess | Comments | Check Labor Market Information |

Click on the O*Net Title button to activate the Select O*Net - Webpage Dialog box.
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Chapter 4 — Job Seeker/Customer Data Entry (Training Addl Info Tab)

Customer Module, Services Window - Training Addl Info Tab

There are two ways to find the desired O*Net Title:

1. Keyword
2. Hierarchy

Click the O*Net Title button to bring up the Select O*Net- - Webpage Dialog box.

To perform a Keyword Search, type the occupational title into the Keyword(s) text box.
Alternatively, copy and paste the occupation from another field or website.

Click Search.

Customer Search | /2 Select O*Net -- Webpage Dialog

Hierarchy Search

Malinak, B J

[<<] < ly info [Achieve
Service
| Achv. Objective |

0*Met Code

1
O A
C

Training Addl Info

|

ad| |

l Staff Rronhy Maniel

3 dso.on rowenter  -=1

PROYIDER EMPLOYER

Current O*Net
O*Met Title

Hierarchy
- Architecture and Engineering Occupations
) Arts, Design, Entertainment, Sports, and Media Occupations
L] Building and Grounds Cleaning and Maintenance Occupations
] Business and Financial Operations Occupations
] Community and Social Services Occupations
- Computer and Mathematical Occupations
L Construction and Extraction QOccupations
L] Education, Training, and Library Occupations
- Farming, Fishing, and Forestry Occupations
] Food Preparation and Serving Related Occupations
L] Healthcare Practitioners and Technical Occupations
] Healthcare Support Occupations
L) Installation, Maintenance, and Repair Occupations
- Legal Occupations
" Life, Physical, and Social Science Occupations
L] Management Occupations
L1 military Specific Occupations
[_] Office and Administrative Support Occupations

IK_E,HM(E] WELDING

Search I

Select | Cancel | Elearl
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Chapter 4 — Job Seeker/Customer Data Entry (Training Addl Info Tab)

Customer Module, Services Window - Training Addl Info Tab

2 Select 0*Met -- Wehpage Dialog

Customer Search

WELDING ||

Check the box next to the most appropriate title.

Click Select.

Click Save.
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Chapter 4 — Job Seeker/Customer Data Entry (Training Addl Info Tab)

Customer Module, Services Window - Training Addl Info Tab

To perform a Hierarchy Search, click the folders to “drill down” until you find the
occupational title that matches the training.

Check the box next to the most appropriate title.

Click Select.

Customer Search Customer Detail Comp Assess

UEIETSN NI 2} Select O*Net -- Webpage Dialog

Ei ﬁﬁ ﬁ Hierarchy Search hg Addl Info ﬁ ﬁ

Current O*Net FFPs
O*Met Code 51412200 | O*Met Title Welding, Scldering, and Brazing Machine Setters, Operators,

Hierarchy :l
[ Computer Control Programmers and Operators

| ] Forming Machine Setters, Operators, and Tenders, Metal and Plastic

| ] Machine Tool Cutting Setters, Operators, and Tenders, Metal and Plastic
| L3 machinists

: ] Metal Furnace and Kiln Operators and Tenders

I

I

1

L] Miscellaneous Metalworkers and Plastic Workers
] Model Makers and Patternmakers, Metal and Plastic

Training Addl
] Molders and Molding Machine Setters, Operators, and Tenders, Metal and
] Multiple Machine Tool Setters, Operators, and Tenders, Metal and Plastic
L] Tool and Die Makers

| Pllar.hc
I
| LS9 vyauting, Sokdering, and Brazing Workers
| — [ solderers and Brazers
l— DWelders, Cutters, Solderers, and Brazers
DWelders, Cutters, and Welder Fitters D

| ?uﬂn'eldng, Soldering, and Brazing Machine Setters, Operators, and:
| Tenders J
(S Other Production Occupations

'Slaﬁ Brophy, Dai ETTLE Search | ete |1117/2010

‘o_dso.on_cellchange Select | Cancel | Clear| S Trusted sites

| €

Click Save.
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Chapter 4 - Job Seeker/Customer Data Entry (Training Addl Info Tab)
Customer Module, Services Window - Training Addl Info Tab
When the appropriateness of which O*Net Title to select is in doubt, click the Details

tab to review the description for each title under consideration. It is best to discuss the
descriptions with the customer to determine the most appropriate title.

Click on the Details tab of the “Select O*Net — Webpage Dialog” box to bring up the
O*Net Title description. Once the most appropriate title has been chosen, click Select.

&1 670 ] — o*Net informs

Service Code| 51412200

g AddlInfo ()

FPs

Title Welding, Soldering, and Brazing Machine Setters,
Operators, and Tenders

Description szt up, pperzte, or tend welding, soldering, or
brazing machines or robots that weld, braze, solder,
or heat treat metal products, components, or
assemblies.

Training Addl I
Internet
Resources (America'’s Career InfoNet Occupation Profile
| 0"Met Code Connector Report
0*Met OnLline Summary Report
.Q""‘!FF Oranbog Miaeg ot I‘11]‘17J"}ﬂ‘1ﬂ .

Select | Caticel | Elear| . )
/" Trusted sites

‘o dso.on cellichanoe A

Please Note: the Select O*Net- - Webpage Dialog box also includes the Internet
Resources selection on the Details tab. Choose which webpage you’'d like to visit and
click on the Go button. A separate web browser page will open. You may do additional
Occupational searches and copy and paste the appropriate occupation name into the
OSOS Keyword search box.
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Chapter 4 — Job Seeker/Customer Data Entry (Training Addl Info Tab)

Customer Module, Services Window - Training Addl Info Tab

The selected O*Net Title will populate the O*Net Title text box.

EMPLOYER
Comp ASSesS . Services

PROVIDER

Customer Detail

Customer Search

Malinak, B J S55N: 0505 ID: NYD00315696
<< < lynfo [ Achievement Objectives | Services | Service History | Enroliments | Outcomes | Comments | Audit [UGLI LU LTS 155 ]
Service Emerging & Transitional Workers / Disconnected Youth RFPs
| Achv. Objective Senvice Pgrn Svc Type |ﬂ Green Component
] A;sessment Inte Core St_aI.TAssm Sectors |Other ETW/DCY) v|
| Microsoft 2007 T/ITA-Training
Clark Welding |Mon-ITA Training i inj
O*Net Title | welders, Cutters, Solderers, and Brazers
O"Net Title
MNAICS
MAICS
Training Addl Info
Record |d =
21
Delete | Print List Help | Print Record | Aud |
Customer Detail | Comp Assess | Comments | Check Labor Market Information |
Click Save.

The North American Industry Classification System (NAICS) groups establishments into
industries based on the activity in which they are primarily engaged. This is an optional
field but users are encouraged to complete this field when the information is available.
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Adding Comments

Reminder: add comments and details about the training service using factual
information that includes dates if the comment is being entered after the date of service.
Click on the Comments button to enter the comment.

PROVIDER

EMPLOYER

Customer Search Customer Detail Comp Assess . Services |

Malinak, B J SSN: 0S50S ID: NY000315696
[<<] < [Agency Info | Achievement Objectives el sl Service History | Enroliments | Outcomes | Comments | Audit | Training Ad| > |25
Detail Funding

Provider Mame C & H Construcg
Original Obligation| $ 1.00 & Comment -- Webpage Dialog

: ma|| Oblig # |
salliso00 | |

Offering Cost| £ 1.00 Comments
Flanned Start Date
Actual Start Date | 05/07/2010
Mext Contact Date
Program Svc Type| Mon-ITA Traini
Mumber of Weeks
Min. Prog. Agreed

Achv. Objective Add

F’rogram|

Agency Department of b

Office| 0505 Central

Savel Spell Checl | Cancell

Achieven

Welding (OJT)
Ll Assessmentlntewiew, Initial Assessment

N

Mew Service | Delete Service | Authorization | IPA Service Summary | Payments Tracking |

E Save | Customer Detail | QompAEsl Comments I Check Labor Market Infarmation |

Click the Save button on the “Comment — Webpage Dialog” box after adding a
comment and the Save button at the bottom of the screen before leaving the Services
module.

For data entry questions, contact OSHELP at HELP.OSOS@Iabor.ny.gov
(518) 457-6586.
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