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One-Stop Operating System

PURPOSE

This desk guide will cover the recording of activities associated with the NEG Disaster
grant. It will cover data entry necessary for:

e tracking job seekers that have submitted a preliminary registration,
recording jobseeker eligibility,
identifying the required grant documentation that will be maintained in
the participant file,

e documenting referrals to the hiring agency or business and

documenting individuals hired.

REPORTING WILL BE PROVIDED PER COUNTY.

Log into OSOS and perform a customer search. Search for the customer using the Social
Security number or the customer’s name. If the No Match Found message is received,
then click the New button at the bottom right side of the screen to create a new record.
Enter in all pertinent data.

OSOS DATA ENTRY

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 enrollment date, in
order for the enrollment data to be entered.

PROVIDER

Customer Detail

EMPLOYER STAFF

Customer Search Comp Assess

Malinak, Wildbill H. SSN: Q505 1D: NY010444790
[<c] < LA E A chievement Objectives | Services | Service History | Enrollments | Outcomes | Comments | Audit | Training Ad| > >3]
@Agency |"-"a'estc:hes13r Bal /Putnam WAE ;I

@Intake Date | 10/18/2011

Termination Date I

Termination Reason | =]

Status

Enrollment Date | 10182011

Agency Status

[ |Westchester Bal./Putnam WAE

Mew Agency | Delete Agency |

Customer Detail I Comp Assess I Comments I Check Labor Market Information
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Once the Agency Info tab is reviewed, it is important to check the Service History and
Enrollments tab, to determine who has been providing services to the customer and
what services have been provided.

If more than one Agency (Local Workforce Investment Area or WAE) is
working with a customer, be sure to inform a supervisor and contact the other
area(s) to coordinate services. Contact information can be obtained from:

e the One-Stop Career Center location list found at
http://www.labor.state.ny.us/workforcenypartners/osview.asp,

customer.

Customer Search
Malinak, Wildbill H.

[ |Orange WAE

e |ocal area security coordinators,
e supervisors, or the
e (0SOS Central Security office.

The Agency may be inactive if the Termination Date and Termination Reason is entered
into the Agency Info tab. This indicates that the area is no longer working with the

PROVIDER

Customer Detail

<[ < LLEE LU0 Achievement Objectives | Services [ Service History | Enroliments | Outzomes | Comments | Audit [ Training Ad{ > >}
@Agency |Orange WAE

@Intake Date

Termination Date

Termination Reasan | Services No Longer Needed =]

EMPLOYER

SSN: OS50S ID: NY010444790

Comp Assess

0613201 Enrollment Date | 05/13/2011

0712/20M

Status

Agency Status

Inactive

OSOS Guide - NEG Disaster Irene / Lee
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CUSTOMER DETAIL

The Department plans to track the number of customers that apply to the program.
Tracking applications requires the user to enter an activity into the customer record.

In the Customer Detail window of the Customer module, click the Activity button at the
bottom of the screen. Record the L1 State Specific Activity NEG Disaster Irene/Lee to
indentify that the customer completed a preliminary registration indicating interest in
temporary employment provided by the grant. This activity will be used to identify
customers that completed preliminary registrations. This activity will be used for
reporting purposes only and will not create or extend any program enrollment.

PROVIDER

EMPLOYER

STAFF

Customer Search

Comp Assess

Services

Malinak, Wildbill H. Z) Activities -- Webpage Dialog Xl 1 of1
[<<] < [Gen. Info | Adart Infllat il ‘imary Languaf > ||
Activ || ] L1 State Specific Job 1D SAl

[ |Renewal {active from S MEG d
[T |Change to Inactive Stz W MNES Disaster rene/lee
[T [Mew Job Seeker - Star

Activity Date | 1071372011

RR Event# | =l

Kegﬂ_ﬁord;s)“ Search | ﬁl Eancell LI
Sawe | Start Match | Services | Comp Assess |I Activity ! LA, F{efenalsl Comespond | I‘u’F{l Betum to Srch | Comrnerﬂsl Tag | F{esumel Sc:hedulel

OSOS Guide - NEG Disaster Irene / Lee -3-

3/15/2013



>0

One-Stop Operating System

DOCUMENTING ELIGIBILITY

To be eligible an applicant must meet one of the three requirements:

e Dislocated due to the disaster
Identified as a Dislocated Worker
e Considered Long term unemployed, which is more than 26 continuous

weeks of unemployment

In the Add’l Info tab of the Customer Detail Window, click the Programs Public

PROVIDER EMPLOYER STAFF

Customer Search stomer Deta Comp Assess Services

Assistance button. Enter Yes for Dislocated Worker and date determined to be eligible.

Programs & Public Assistance

Malinak, Wildbill H. SSN: 0S0S 1D: NY010444790 10f1
<] < [Gen. info [LEN S Objective [Work Hist. |Editic | Skills [Saved Searches [ Activities | Comments | Tests [ Primary Langua{ > |>> |
— Programs — Military Service — Customer List Participation—
Programs./Public Assistance Selection @Senice Veteran [ | List Mame
Income Status ™ |malinak Test List2 =
Lower Living Standard |Yes vI
Income 70% LLSIL [, 2
Local Priority' N/A ,I
@Disahility Status | Mot Disablad vl
eMigrant/ Seasonal Worker © Yes ™ No
Assign To List | Femove |
[=) Programs and Public Assistance -- Wehbpage Dialog ﬂ

Programs Date Public Assistance Date

Wagner—Peyseq TANF|

|
WiA — Adult' =] TANF Exhaustee|

WIﬁ.—OIderYouth| _| | GA-General Assistance (Stateﬂ_ocal}|
Wlﬁ—‘r’ounger‘r’outh| = | RCA-Refugee Cashﬁssistance|

SEl-Supplemental Security Income|

Food Stamp5|

Ul - Unemployment Insurance

C1EEHEUE[E

55D - Social Security Disability Insurance|

Ul - 589 Unemployment Insurance| Ll |
ul Reemplo].rment| Ll |
Yocational Rehabilitati0n| ;| |
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In the Customer Detail window of the Customer module, click the Comment button and
enter a comment identifying how and under which eligibility criteria the customer was
determined eligible.

PROVIDER

Customer Search D ASSESS Ces
Malinak, Wildbill H. SSN: 0505 ID: NY010444790 10f1

| = | Gen. Info Primary Languay > [>>

e
Elr
Yo x|

174 =]

174 =]

[ Not Disabled =}

] (+

[Ful Tme =]
[Reguar =]
[Daly =]

AR

_Save | Stat Match | _Services | Comp Assess | _activty | 1.4 Referas | Comespond | 1V | Retum to Sch | Comments ] Tag | Resume | scheduic |

7§ Comment - Webpage Dialog

Once you have entered the comment Save the comment and Save the record.

OSOS Guide - NEG Disaster Irene / Lee -5- 3/15/2013
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Documentation in Participant file — The participant file must document the participants’
eligibility. Due to the circumstances surrounding the disaster, documentation of
eligibility may be difficult to obtain during the initial stages. The Department is
prepared to accept an individual's signed certification that they meet the eligibility
criteria. The Grantee should have a system in place to verify eligibility for individuals
once better data are available. If the Grantee has such a system in place, and if a
participant is later found to be ineligible, the costs incurred prior to the discovery of
ineligibility will not be disallowed.

In the Customer Detail window of the Customer module, press the Activity button at
the bottom and data enter the L1 State Specific Activity NEG Disaster Eligible. The
activity date will automatically populate with the current date. The Activity Date of this
activity should be the date you determined the customer eligible. If necessary, change
the current date to the actual date.

Verify the Activity Date is correct and hit the OK button. Then Save the record.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess Services
Malinak, Wildbill H. g Activities — Webpage Dialog x| 1o0f1
(2 B Gt (7 i Frimary Languat > 1>
— Customer Data—— age—————————————
=] "
88N I EJSQQCR” S gt
@llsername | malir |_|:I fieLTElT ic ar Latino
sLast Name| Mair ;g5%3W ed
Date of Birth[ 10,1 | — — DWAC
@Address | 1212 L Elevate America Lmerican Indian
| 3 Initial Assessment Outcome
Ameri
GCHYIE - neg c;n Tmr:'lanlcand
sZip Cade[101: | |— I Eiigible for NEG Financial Grant R
cgumrﬂ Urite | |—|_ Enrolled in MEG Financial Grant o
Phone|[ 212 | |—I7ﬁl’éé"ﬁi’éé&iéiﬁ'i’g"'i’ﬁi& "
m men
Email | wildt | R MEG Disaster Irene/Lee | VEIpon'
@3 Citizen W | L MNEG Disaster Referral nloma ;|
L]
ot
— Customer Assignm | - -
. —— REA Grant Htive School =l
Staff Assigned| DeSh
s AssignedE I— 0 ment 1ifatinad j Status
= -
AgencﬂE Activity Date | 10/21/2011 =l
=
f -
Office| Strve RR Event # | [ [ ere;;mis
ax
]} Claimantl v Email
Keywurd(s)l Search | ﬁl Cancel |
Save | Start Match I Senvices I Comp ﬂssessl Activity | |.A. Refemals I Comespond I I‘u’Hl Betum to Srch I Comments I Tag I Hesumel Schedule
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DOCUMENTING REFERRALS TO HIRING AGENCY/BUSINESS

A new L1 State Specific Activity has been created to track customers referred to the
hiring agency or business that will be the employer of record under the grant. Once a
customer has been determined eligible and staff will be referring the customer to the
hiring agency or business for consideration, staff must enter the new NEG Disaster
Referral activity by pressing the Activity button. Staff should then select the activity as
pictured below.

PROVIDER EMPLOYER STAFF HELF

Customer Search Comp Assess Services
Malinak, Wildbill H. ) Activities - Webpage Di e x| 1of1
(4 (£ Gen-Info (11 Activities [Primary Langua{ > |>>|
— Customer Data—— lage———————————————
sssn[— || o S8CRU B |y
elsername | malir ™ 50 S:E' op ic or Lating
sLasthame|lair |- - ed
Date of Birth [ 10,1 - Lok _ .
eiddress[121: | — — Elevate America tmerican Indian
l_ -3 Initial Assessment Outcome .
OCit}rlm - yeg can Merlcan
ozip Code[101; | I Eiigible for NEG Financial Grant S
Cguntr}'lm | |—|_ Enrolled in MEG Financial Grant ed
Phone[575 | | |——T™ NEG Disaster Etigible
Email | wilde | — ™ NEG Disaster IrenelLee I ;l:allployment
@5, Citizen v | L ¥ }IEG Disaster Referral ploma Ll
- otne services .
_Custom.er Assignm L REA [ ve School Ll
Staﬁﬁsmgned@ -] peal 1 ifatinae LI Status
Wi ﬁssigned@ Activity Date | 10,21/2011 LI
Agenq@ pferences 1
Office | Strive RR Event# | ] ¥ Fax
o Clalmaml_ Kewwaord(s) I Search | ﬁl Cancel | W Emil

§ave| Start Matchl Services I Comp ﬁssessl Activity | |.A. Hﬁfenalsl Correspondl IVF{l Betum to Srch I Commentsl Tag I F{esumel Schedule

Verify the Activity Date is correct and press the OK button. Remember to Save the
record.

Record this Activity only when the customer is determined eligible and
referred as a potential hire to the hiring agency/business.

The three L1 State Specific Activities (NEG Disaster Irene/Lee, NEG Disaster Eligible, and
NEG Disaster Referral) will be used for reporting purposes only. These activities will not
create or extend any program enrollment.

OSOS Guide - NEG Disaster Irene / Lee -7-

3/15/2013



>0

One-Stop Operating System

PROVIDER MODULE

CUSTOMER
Provider Search
NEG Disaster - Broome County

SETTING UP THE PROVIDER LOCATION
The Provider has been entered for you. The Provider Name is different for each county
and is listed as NEG Disaster — (County Name).

Offering Search
1D: 70834

EMPLOYER

il Contact Info [ Services | [Comments|

— Provider Info

Frovider Status IFJ:tive vI
Federal ID (FEIN}l
State ID (EIN}I

Organization Type |

@Provider Mame I MEG Disaster - Broome County

Provider Phone |

Ext|

Provider URL |

Provider Email |

— Billing Address

@Street Address (Iine‘l}l Broome-Tioga Wordorce New Yo

Street Address (Iine2}| 171 Front Street

OCil}fl Binghamton

@5tate [New York

@fip Code|13905

The screen shot below shows the Provider for Broome County. The Provider Name is
NEG Disaster - Broome County.

The Initial Location Name is listed as DO NOT USE. Do not use this location
for any placed customer. This “Dummy” location has been entered as a
“placeholder” because OSOS requires at least one location to be included to
save the Provider information. Please Delete or overwrite this location as
soon as you have a valid location to enter for this Provider.

STAFF

Offering Detail

10f1

— Locations
@Location Mame | DO NOT USE
@Street Address (Iine1}|Type employer's info here
Street Address (line2) |
OCitl.fl Binghamton
@5tate | New York
oZip Code[13305
Location Suffix |
*WIB I Broome/Tioga Courties

| Location |
™ [Do NoT USE |-

[~

[Wew llocation ||| Delete [location) || CopyAddress | Show, Deletesl

§ave| Prirt Iﬂﬂtumto Search | Comments

OSOS Guide - NEG Disaster Irene / Lee
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Relief Temporary Job - Irene/Lee.

CUSTOMER

Provider Search

The single service listed for the NEG Disaster — Irene/Lee Provider is named Disaster

STAFF
Offering Detail

EMPLOYER
Offering Search

NEG Disaster - Broome County 1D: 70834 1of1
[General Info | Contact info |GG Service Performance | Comments |
— Service Detail
@3enice Categorﬂ Disaster Relief Assistance |
@3envice Type | Dizaster Relief Temporary Job | Senvice I
@3envice Mame | Disaster Relief Temporary Job-lene @\WIA Eligible Status | Approved
Description I Disaster Relief Temporary Job - Irene/Lee
Semvice D | 93368 | Training Credit Hours I— Frograms |
Total Service Length: Week5| Da].rsl Hoursl
Ot Title | | | Erie Tites |
CIP Code| | ciPicac: |
| Categary | Senvice Type | Senvice Name | Description |
||_ |DisasterRelief.i\ssiDisasterReliefTempnrarfJnh |DisasterReliefTempnrary'Jnh—lriDisasterReliefTemporarfJoh—IreneiLeIﬂ

Documenting Individuals Hired requires:

e Each employer of record within the county will be entered as a Provider
Location.

Employment.

One service offering will be setup for each employer of record.

The starting date may not be before 8/31/2011.

The end date of the program is 12/31/2012.

Service will be funded with NEG Disaster Funds. This service will co-
enroll the customer in Labor exchange (LEX), WIA and Common
Measures.

This will allow OSOS to track individuals hired by county and easily identify the
customer’s employer of record. This service is used to track total participants
enrolled/hired and participants currently working in a NEG Disaster position during the
reporting period.

e One provider record will be setup for each of the 37 authorized counties.

e One L2 service will be setup to record the “Job Placement” as Temporary

OSOS Guide - NEG Disaster Irene / Lee
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SERVICES MODULE
The Services module is where WIA Level 2 services are manually entered, and where
some Activities are created as functionally aligned services.

The Disaster Relief Temporary Job L2 service is entered through the Services tab of the
Services window by clicking the New Service button on the bottom of the screen.

PROVIDER EMPLOYER

Customer Detail

Customer Search Comp Assess

Malinak, Jumper SSMN: 0S0S5 ID: NY010444810 Record Saved
[<<] <] Agency Info | Achievement Objectives | L] Service History | Enroliments | Outcomes | Comments | Audit | Training Ad( > |>]
— Detail — Funding
Provider Name | Functional Alignment PY 2008 ||| Feever] = Setiree | Gnated | e | opia s |
Original Obligation| | Total Obligation| s 0.00 = | | | | =

Offering Costls-lT Actual Costl—
Planned Start Date [05/06/2010  Planned End Date [05/06/2010
Actual Start Date[05/06/2010  Actual End Date[05/06/2010
Mext Contact DateI— Minirmurm HUursID—
Program Schypelm CompletedI—
NumberofWeeklel

Min. Prog. Agreed | =i

Achv. Objedive| Total Fundingl Add | Edit | Delete'
Program | Petition #l

Agency| Depariment of Labor | chanes RR Event#|
Office | 0505/REQS Central Support Unit | 22

Achievement CObjective Senvice |
r Assessment Interview, Initial Assessment j
[ Initial Assessment
r TEST 511
[l STCR Business Systems, Inc.
e | ﬂ
Mew Service N Delete Senvice | AltHGrEation | |RA Senvice Summary: | ReymEents II=ckinG | HiEnge Astis oSt |
"

Save I Customer Detail I Comp Assess I Comrnerrtsl Check Labor Market Information I

OSOS Guide - NEG Disaster Irene / Lee -10- 3/15/2013
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You will be automatically redirected to the Offering Search window in the Provider
Module. Click the General Info tab.

TOMER EMPLOYER STAFF

Provider Search Provider Detail Offering Detail

F’.-‘t:ent:ernl Info | Custom

OSOS Guide - NEG Disaster Irene / Lee -11- 3/15/2013
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0OSOS will automatically default to the LWIB that the user has logged into. If the
customer will be placed in a county belonging to a different LWIB, then change the LWIB
or leave blank.

Type NEG into the Provider Name and click the Search button.

CUSTOMER EMPLOYER STAFF
Provider Search Provider Detail ffering Search Offering Detail
Location Start Date Range
wiB | =l city | |7From| To |
Provider Information
Provider Name | NEG] Service Name | Program | =
Provider Status | Active
Service Type | Service Type |
|_| Frovider Mame | Frovider Semnvice Name | Lacation | Start Date | Slar‘['l'lmel End Date | End Time |
=
Gear | 0=50| GEe IEre ) lEreate
The Search button will navigate the user to the Offering screen.
OSOS Guide - NEG Disaster Irene / Lee -12- 3/15/2013
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STAFF
Offering Detail

EMPLOYER

CUSTOMER

Provider Search

Provider Detail

1-20f2

m General Info ﬁ

— Location |' Start Date Range

wig | =l city | From | To |

— Provider Information

Provider Name [ NEG Senvice Name | Program | =

Provider Status | Active

Service Type | Service Type |
' Provider Mame Provider Service Mame Location | Start Daf Start Time| End Date EndTimel
[T |MEG Disaster - Essex County  |Disaster Relief Temporary Job-lreneiLee |Elizabethtoy ﬂ
[ |MEG Disaster - Broome County |Disaster Relief Temporary Job-IreneiLee |Binghamtan

Place a check mark in the box to highlight the Provider Service Name and Location
where the customer will be employed and press the Schedule button.

Remember that the Provider Name must list the county that referred the jobseeker and
the location should list the city where the Employer of Record is located.

l_l Provider Mame | Provider Service Name | Lacation |Star’[ Datl StanTimel End Date | End Timel
[T |MEG Disaster- Essex County  |Disaster Relief Temparary Job-lIrene/Lee |Elizabethtoy —

Disaster - Broome County | Disaster Relief Temporary Job-reneil ee | Binghamton|_

[25 ]| search | Clear | Detail | Delete |

You will now be redirected back to the Services tab of the customer record. The
Service Name, Service Description, Service Type, Provider name and Location Name
will all be automatically populated from the Provider, Service, and Offering you had
selected. Review the information in the Service screen to be sure that you have
selected that correct offering. If it is not the correct offering, then press the New
Service button and repeat the selection process.

In order to save the service, you will need to enter in the Planned Start Date, Actual
Start Date, Planned End Date and Program Svc Type, and then save the record.

OSOS Guide - NEG Disaster Irene / Lee -13 - 3/15/2013
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[<<] < [Agency Info | Achievement Objectives |sudaiaal] Service History |Enroliments | Outcomes | Comments | Audit | Training Ad| > |>> |

— Detail — Funding
Service Name| Disaster Relief Temporary Job-rene. Les +|| | Level| source | obligated| actual [ oblig# |
Service Desc. | I | |l | |-
Senvice ID| 5424200 |
Senice Type| Disaster Relief Temporary Job |
Provider Name| NEG Disaster - Broome County |
Location Name| |
OfferingD| |
b
Actual End Date[ =
Completed Successfullyl ~] Tatal FUﬂdiﬂQI ﬂlﬂlﬁl
Next Contact Date | Petition # |
Program Senvice Typelm RR Event#| =l
Part Time Learn.I— Distance Learn.l—j
Achievernent Chjective Senvice |
Initial Azsessment ﬂ

TEST 511

=
=
=
™.

Mew Service

Delete Service I Authorization I IPA Service Summary I

Bayments Tracking I (Chignge Actus] Cc-:-tl

Save I Customer Detail I Comp Azsess I

Comments I Check Labor Market Information I

FUNDING

Select the WIB Level NEG Disaster — Irene/Lee Funding Source and press OK.

8 Funding -- Webpage Dialog

Level Funding Scurce Year Remaining |

[T |5tate Adult Statewide 15% 2009 $971314.00 ﬂ
[ |=tate Adult Statewide 15% 2010 5 7441.50
[ |wiB Adult Statewide 15% (2010 5948948.00
[T |State DHP State Funded 2010 595350
[T |&tate MEG ARRA - OJT 2010 50.00
|y LEGARRA-OJT 2010 5 0031 00
[ |vB MEG Disaster - Irene/ll 2011 $510713.00 ]

Cbligated Amountlsl:: OR Obligated Percentage 100

m I:ancell

If the funded service creates a new enrollment

, the Enrollment Verification Webpage

Dialog box will pop up. Review all the information carefully to ensure all the
information is correct. The customer must be designated as a Dislocated Worker.

OSOS Guide - NEG Disaster Irene / Lee
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g ¥erification -- Webpage Dialog

Customer Detail

— General Information — Migrant
@Education Level | GED =l elligrant / Seasonal Wir C ves & No
@School Status | In-school, Post-H.S. =l | Mmilitary Service
@Employment Status [Tat Employed = Senice Veteran V
Ul Claimant | =] & Active Senvice
Profiled Profiled Date e
— Programs & Public Assistance @Thru | 08/22/
TANFI_;“— @Senice Dlsabllltym
ea[ = rCampalgn\-’eteran [
I__I, l— Transitioning Veteran
iﬁr——g]r—————— " Other Eligible
Food Stamps [ <] Veteran Era | Other Vet
S50 — Selective Service
I Dislocated Worker | Yes =] | 08/31/2011 Selective Service ™
Displaced Homemaker —Work History
Other WIA Programs |__[ . Reason for Leaving | Lack of work
—Income & Disability Status
Lower Living Standard |Yes = | |ncome 70% LLSIL | M4 *
Local Priority m
@Disability Status [Not Disabled =]

NEG DISASTER IRENE / LEE TRAINING PROGRAM
The Training program begins 1/1/2013 and ends 12/31/2013.

Eligibility requires the participant to have been employed under the NEG Disaster Irene
/ Lee Temporary Employment program.

All 37 counties that participated in the NEG Disaster Irene / Lee Temporary
Employment program are eligible to participate in the NEG Disaster Irene / Lee Training
program.

Training programs must follow the LWIB's policy for ITA and Non- ITA training. Training
Providers and each individual service, other than OJT providers must have WIA Eligible
Status listed in the Eligible Training Provider List (ETPL). The training program does not
have to be related to the Disaster clean up.

All training and intensive services provided under this program will be tracked and
reported through the attachment of WIB Level NEG Disaster — Irene/Lee Funding.
Therefore, all Intensive Services must be listed as L2 services rather than entered as an

0OSOS Guide Disaster Irene / Lee -15-
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Activity. The Intensive Service must conform to the Provider, Provider Service and
procedure described earlier in this guide beginning on Page 9.

If you have already data entered intensive services as activities or did not
appropriately attach the OJT to the Provider or create the appropriate
Provider Service and Offering, then you will need to enter the service correctly
and then delete the inappropriate entries.

OSOS Guide - NEG Disaster Irene / Lee -16 - 3/15/2013
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RESOURCES AND ASSISTANCE

Additional program information, OSOS guides and other resources can be found at:
http://labor.ny.gov/workforcenypartners/osos.shtm

For further assistance, please contact the OSOS Help Desk:
By phone: (518) 457-6586
By email: help.osos@labor.ny.gov

OSOS Guide - NEG Disaster Irene / Lee -17 - 3/15/2013
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