Matching Job Bank
Openings to the
Customer Talent Bank
using

= This training will cover job matching from the Job Bank — Talent Bank.

= Starting from the Employer Module & comparing specific information
between open job orders and customers.



Y1 & O

Today we’ll cover:

Employer Search

Adding an Employer

Job Order Search

Job Order Matching & Referring
Questions




Employer Search

Job Order Search Job Order Detail

Employer Name

D9 3

m| Employer | Staffassigned Office SEIN City Created | Age |

100 v | Search | Qlear | | | | | tiew |

l Staff: Brophy, Dan | Office: OSOSIREOS Central Support Unit | | Security: Search |0111/2013 ||

1. Employer Search:

= Allows you to search for a single employer record or multiple employer
records by filling in one or a combination of fields on the Employer Search
Screens. Using the employer’s NYID number is the most accurate search.

= Main reasons to conduct an employer search include:

v' Verifying if a particular employer has already been entered into
OSOS prior to entering a job order; thus avoiding a duplicate entry
and to search for jobs associated with a particular employer.

v Create a business jacket for a job central order to post a match
activity.

» To conduct a search, from the OSOS Menu Bar, click on Employer, then
Employer Search. The Employer Search Window contains 6 tabs: Quick
Search, General info, Additional Info, List Search, Reports and Custom. Quick
Search and General Info are more frequently used.



Employer Search — General Info Tab

CUSTOMER PROVIDER E STAFF HELP
Employe Employer Detail Job Order Search Job Order Detail

[quick Search | LU DY Additional Info [List Search | Reporis | Custom |

Origination v
State EIN FEIN Staff Assigned Change
Legal Name Office v
City County v Tax Class v
State v Zip wiB v
Country v Status| Actve v
Phone NAICS RR Event#
Ownership - Create Date Range From Thru
Activity Select Activity Activity Date Range From Thru
Contact Last Name
| Employer | staftAssigned | office semn | City Created | Age |

100 m@ | | New |

On the General Information Tab take out the “Active” in the search field -
“Less is Better”

If you are unsure of the spelling of an employer’s name, you can search by
placing the first 1-3 letters of the employer’s name in the Employer Name
field and place your WIB in the WIB field box. If you are searching an area
that contains many businesses you could try the first 1 to 3 letters in the
employer’s name. OR

You can search by placing the first 1- 3 letter’s of the employer’s name in
the Employer Name field and type in the name of the city in the City field.

To clear a search and start a new one, click on the Clear button located on
the bottom of the screen. This clears out ALL info and allows for a new
search. {NOTE: It is not recommended that you type over the old info to
start a new search}.



"CUSTOMER

Origination
State EIN
Legal Name

Country

Phone

Ownership

Activity

Contact Last Name

Employer Search — General Info Tab

“PROVIDER
Employer Detail

o Seure LT P ncationatnfo YLt Sewch eport=Y Custom]

State v

STAFF
Job Order Detail

Job Order Search

v
FEIN Staff Assigned

Office v

TaxClass v

wiB. v

v Status| Active v

RR Event#

Create Date Range From
Activity Date Range From

County Mo
Zip

NAICS

Select Activity

Thru
Thru

[]| Employer

Staff Assigned

Office SEIN city Created | Age |

100 v | Search | Gear |

| | | | |

(o]

= The results of the search will appear in the Search Results pane on the
Employer Search screen. If only one record is found, the screen will display
that employer’s detail screen. If no results are found, click the New button to
create a new employer record. If the business you are looking for appears in
the search results field, click in the box to the left of the employer name and
click on the grey Detail button to view the record and post your activities etc.
The Detail button will activate once you select one or more employer’s from

the search results field.



Creating a New Employer Record
(Business Jacket)

Job Order Search Job Order Detail

L Z W General Info | Additional Info | List Search | Custom |

Employer ID
D1 4 Employer Name

D2

D3

D4

ID5

D6

D7

D8

D9 3

[m]| Employer Staff Assigned Office semn | city Created | Age |

25w | search [[Gear] © | | tiow |

= If an employer does not have a record on OSOS you will need to create a
new employer record.

= Each of the Employer Search Window tabs has a New button so that you
can create a new employer record.

= Click on the New button at the bottom of any of the Search screen tabs.
This will bring up the Employer Detail tabs of the Employer Detail Module.



New Business Jacket — General Info
CUSTOMER PROVIDER 'STAFF
Employer Search Job Order Search Job Order Detail
1D: 10f0
[Geperai o) info | Rapid Response | Comments | Profile | Activity [ Job Orders |
estatus | Active v ” b "Y5°°L°‘;
jency Department of Labor Change
@Company Office’ NY9399 Office
Legalieane Staff Assigned Brophy. Daniel Change
State EIN FEIN Emp. Rel. Rep. Change
Location Suffix TaxClass M
@Address
@City eState  New York Vv | @Zip Code
@County v Country| Unted States v
Phone Ext. Fax
Alt Phone BExt URL
Email Alternate URL
@NAICS NAICS Lookup
Ownership | v Create Date  05/05/2010
(] Desired Employers List
Save | | | Betum to Search | Comments |

= The employers’ status must be Active to add a new employer. The Status
box on the General Info screen will be automatically set to Active by OSOS
for new records.

» Required information fields are highlighted by a green circle and must be
completed.

= You will need to complete all the “green circle” required information on the
General Info & Contact Info tabs.



- CUSTOMER | PROVIDER | [ smar |

Employer Search Job Order Search Job Order Detail

General hm'v Contact Info | Rapid Response | Comments | Profile Job Orders

= The Additional Info tab has several fields that aren’t required to create an
employer record but should be marked “Yes” if you have the information.

= Click on the down arrow next to each field that you would like to update &
select “Yes”.



o1 |~
v

= At least one employer contact person is required. If multiple contacts are
created the first contact will be the default contact. The contact information
is carried over into job orders’ associated with the employer.

= The Rapid Response unit will use the Rapid Response tab.

* You can use the Comments tab to keep the employer record up to date
once it is created.



PROVIDER FF

Job Order Search Job Order Detail

= You can enter information about what type of business it is on the Profile tab.

This information is not required to complete the new business jacket.
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New Business Jacket — Activity & Job Order

CUSTOMER

PROVIDER STAFF

Job Order Detail

Job Order Search

Employer Search

CUSTOMER PROVIDER STAFF

Employer Search ~ Emplo Det: Job Order Search Job Order Detail

= The Activity tab will record any OSOS activities provided to the employer by
staff after the business jacket is created & the Job Order tab will contain all the
employer’s staff entered job orders.



Employer Search ~ E 0 Det, Job Order Search Job Order Detail

2 0S0S Error Message -- Webpage Dialog

General Info tab:

Company was missing.
Address was missing.
City was missing.
County was missing.
Zip was missing.
NAICS was missing.

You cannot save a new employer record until all the required information is
completed. An error pop-up message will notify you of any required
information that you haven't completed.
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Using Comments - Examples

Employer participated in NYS DOL Career Fair on
11/15/12.

Customer NY006135561 was hired at Adecco as an
Administrative Assistant on October 31, 2012. Pay
rate $10.80 an hour.

Open Recruitment — 10/12/12 -2pm - Finger Lakes
Works — Seneca

Emailed confirmation to employer contact Susan.
discussed Youth Tax Credits and sent job order form
and Youth Tax Credit fact sheet.
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Matching is an
administrative process,
not a service, and will
not create or extend an
enrollment.
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In Matching, specific
information is
compared between
customer and open job
orders (Job Bank).
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Matching is usually done
when the job seeking
customer is not at your desk
and you will be mailing or
emailing information about
a job lead to them.
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= Job Order matching starting from the Employer Module & comparing specific
information between open job orders and customers.
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- CUSTOMER | PROVIDER
mployer Detail

Employer Search

I_[—I—I—I—I_I_l—l—l_l_l_l—
(i) N I =

= Job Order Search Window.

= The most common search method is to use the Job Order #. You can add
multiple Job Order numbers on the Quick Search tab.

= Using the Job Order # search is a stand alone search, you don’t need to add
any more search criteria.
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CUSTOMER

Employer Search

PROVIDER
Employer Detail

STAFF
Job Order Detail

Job Order Search — General Info Tab

(T Genersioto () [Cusiom)
Emp Job Title Emp Req # = Job Order Date From Thru
Source (State) v | Source (Fed) ;e:dmg v |Last Open Date From Thru
) fered
O”Net Title Sipond O°Net Titles
Category v g!i:;ed ned Change
wiB v Fileg fice v
Employer Information Contact Information .~ Job Location
Employer ID Contact Last Name' City
Company Name Suppressed v County’ v
Ownership [JEmail [JURL []Fax Zip Radius v
NAICS [JPhone [JMail []InPerson
|| company | Title Order# | Date |Status|Age| ORMD| ORID |#D|#R|#0|  #H
O] \ [ [ | |
1100 v Search | Gear [ | | | | | |

= General searches for open job orders if you do not have the job order #.
v Order Status — Open
v Employer Job Title , WIB, Job Location, Company Name (if known).
v Job order date From/Thru can be helpful if you know the approximate

date the order was posted.

= Set Search Results Listing box to 100 to pull in the maximum # of search

results.

= Click on the Search button to start your search.
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CUSTOMER PROVIDER' STAFF
Employer Search Employer Detail Job Order Detail
1-50f5
Foici Seurch L L0 b Detai]Lnt Search Custom]
Origination v | Order Status  Open v
Emp Job Title| Cashier | EmpReq# Job Order Date From Thru
Source (State). v Source (Fed) v Last Open Date From Thru
O*Net Title O~Net Titles
Category. v Staff Assigned Change
WIB| Abany/Rensselaer/Schenectady Ct v Office v
Employer Information - | Contact Information Job Location
Employer ID Contact Last Name City
Company Name: Suppressed| v County. i [
Ownership v [(JEmail [] URL - Fax Zip Radius v
NAICS [JPhone [JMail []InPerson
(1| company )\ Title Order# Date |stam Age| ORMD | ORID |no|m|ao| |
] |Ace Hardware [Cashier NY0012103 07/22/201‘109% 26 ‘AOSOS |5 |
(] |Blatt Electrical|Cashier NY0013104 |08/11/20110pen_ |6 ‘AOSOS -' | | |5 '\
[] |Kmart |Eashier NY0013107 |08/1 1/20110020 6 JAOSOS - | 1|6 |
[] | Tri-City AutoPaashier NY0013105 |08/11/201{Open |6 ‘]AOSOS - | | |6 |
[] |wendys |[Cashier NY0013106 |08/11/20110Open |6 |AOSOS - | 2 |6 |
| 100 v |[Search ] Qiear | | Pt ist | | | | ==

= Successful search results will be displayed on the Search Results Listing
screen.

= In this example we have 5 job orders using the search criteria of Emp. Job
Title/WIB & Order Status Open.

Note: WIB will only yield staff entered job orders; use Job Location to include
all (job central/jobs express) job orders and a Zip Code search yields more
results than using County or City.

= Highlight the job orders you wish to review & this will activate the grey Detail
button.
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- CUSTOMER | PROVIDER |
T p—

Employer Search Employer Detail

= For multiple results you can toggle through the job orders using the arrows
on the upper right.

= Review Job Orders — Job Detail, Contact Info, Job Description, Comments
tab. We can only job match one job order at a time.

= Check last open date — how long is the job order open for?

22



- CUSTOMER | PROVIDER |

Employer Search Employer Detail Job Order Search

= Check # of Openings, Duration, Education etc. on the Job Detail tab.

= In this example the employer has specified that the company provides health
insurance, vacation time, a clothing allowance & is on a public transportation
line.



Job Description Tab

CUSTOMER

Employer Search
Ace Hardware

PROVIDER
Employer Detail

Job Order Search

Receive payment by cash, check, credit cards, vouchers, or autocmatic debits.
Issue receipts, refunds, credits, or change due to customers.

Assist customers by providing information and resolving their complaints.
Use cash registers, or optical price scanners. |

SpelO\edtI

| Save | Dupkcate | Emp New Job | Comespond | Pt | Emp Detal | Retumto Search | St Match | Commenss | Tag |

» The job description contains the specifics of the job that we can compare to
our customer talent bank.

= We are comparing the job order requirements to the customer’s skills and
work history.

= |[dentify any skills keywords that you could use in your customer search.

= Check Comments Tab.



MatshMode | Qpapt Match

CUSTOMER

PROVIDER

Employer Search Employer Detail Job Order Search

Ace Hardware Order#: NY0012103 1D: NY000171030 1of 5® &

2| Comments | Matches | Referrals | Saved Searches | Audit

Receive payment by cash, check, credit cards, wvouchers, or autcmatic debits.
Issue receipts, refunds, credits, or change due to customers.

Assist customers by providing information and resolving their complaints.
Use cash registers, or optical price scanners. |

Spell Check
Duplicate | Emp New Job | Comespond | Print | Emp Detai to Search | Start Match | Comments | T:

The Start Match button is available on all the Job Order Detail Window tabs.

Click on the Start Match button to start the job matching process to search for

customers whose skills & work history match the job order. This will bring up
the Customer Search Window.

25



PROVIDER Y EMPLOYER T STAFF T HELP
Comp Sess Sen >S

Customer Detail p As:

= We are now in the Match Mode or Matching process.

= Before we start our search we need to refine our search so that we can
locate our local customers that fit the job order requirements.

= Were not going to add anything to the Quick Search Screen.

26



< |Quick Search E sarch | Geographic

= General Info tab - add WIB.
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= General Info tab: make Status — Active.

28



OVIDER

Customer Detail

= Education Tab fills in automatically from the job order.
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PROVIDER

Customer Detail

= Job Criteria Tab. O’'Net, Work Week & Duration fill in automatically. Make Job
Seeker field “Active”.
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| Match Mode |

Customer Search
Programs Tab

EMPLOYER STAFF

Comp Assess Services

Customer Detail

J<<] <quick Search | General info | Education | Job Criteria | Text Search | Geographic | Activities |tk kil List Search | Reports | > |>> |
Military Service - - | Program Qualification :
Veteran Status v Ul-Clasimant Status ™
Veteran Era v Lower Living Std 'FH~FIE (TLO or PermDefrd)
Recently Separated v Migrant Status EUC 5;:: (Work Search)
Service Disability v Profiled?| None (Not Claiming UI)
Otbar (Tama aucff or Pagn Defamed
Programs/Public Assistance Work History i
v Petition #
v RR Event#
-
-
O  ssn | vet| staws | Seeker Name | Objective |
O] \
R o [ e | | o | | i

= Programs tab — make UI-Claimant Status “Seek (Subject to Work Search).

= Search Criteria (WIB, Job Seeker Status — Active, Education fills in from the
job order for NYOSOS job orders, Job Description fills in automatically, Ul
Claimant Status — Seek.)

= Click on the Search button to start your customer search to match our job
order to a talent bank customer.

= The Search button is active on all of the Customer Search Window tabs.

31



[ PROVIDER | EMPLOYER |

Customer Detail Comp Assess

876-45-3838 Cashier

123-87-3434 BJ Cashier.Customer Service.

345-67-8987 Barrack Cashier

Buster Full time EI Cashier or Els 's Helper.
777-78-9865 Dilbert Cashier,

Malinak, Match R Sales Retail Sales. Ci Service.
|SMITH, JADE R TO BE UPDATED

ozt ldzden) Fl—i:r;.'_umv Conznds

= This search returned 15 customer records.

= |[f you return no search results or limited research results you can take out
some of the search criteria.

= The less search criteria you use the more results you will get back.



[MathMode | Cystomer Search Results

PROVIDER "EMPLOYER STAFF

Customer Detail Comp Assess Services
1-150f15
[<<] < [Quick Search | General info | Education | Job Criteria | Text Search | Geographic | Activities it il List Search [Reports [ > >>
Military Service Program Qualification
Veteran Status v Ul-Claimant Status v
Veteran Era v Lower Living Std v
Recently Separated v Migrant Status v
Service Disability v Profiled? v
Programs/Public Assistance Work History
Vi Petition #
b RR Event#
v
v
gj ssN | vet | staws | Seeker Name Objective
o Clivi Malinak, Anorak Cashier -
Malinak, B J Cashier.Customer Service.
Malinak, Barrack Cashier
Malinak, Buster Full time Electrician, Cashier or Electrician’s Helper.
5 [INo Malinak, Dilbert Cashier, eledtrician
.D ‘ 'No | il.!almak. Match R 'Sales associate. Retail Sales. Customer Service. |
(]| |[No _|Active  |SMITH, JADE R |TO BE UPDATED |
{100 v S,ead:lQexlDﬁdIPcnUulSaveScdnlAﬁmtoLh'PodMad's|Rder[uvly|Cmm|!‘ | VR | New
Ne—t

= Highlight the customer records that you would like to review by checking the
white check box next to their names.

= You can highlight all the records by clicking on the check box on the grey
header row next to SSN.

= Click on the Detail button - this will place the highlighted customers in the
Customer Detail Window.



PROVIDER | EMPLOYER |

Customer Search

‘

= These customer’s will be your possible matches.

= Review customer records — Add’l Info, Objective, Work History, Ed/Lic, Skills
& Comments tabs.
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| EMPLOYER

Comp Assess

= |s the customer a Veteran? If yes, follow your office’s policy for Veteran’s.
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[MatchMode |  (Qhjective Tab

PROVIDER EMPLOYER STAFF
_ Customer Detail Comp Assess Services

Customer Search

Malinak, B J SSN: 123.87-3434  OSOS ID: NY000315696 @@ 20f 50
<< <Tcen.info | Addlinfo [ S Work Hist. [ EdiLic | Skilis | Saved Searches [ Activities | Comments | Tests [nitial Assessmi > |>> |
IF ‘@Employment Objective =1
|Cashier. Customer Service.
- O Net —e Job L
O*Net Title IHZDHN Cashiers M Zip Radius =
| Experience: Year(s) Month(s) | Within | 50 miles ¥ lofZIP| 12240
O"Net Title | Exp. (onths)| Within | v otzIP|
|CJ [cashiers Within | v lof ZIP
| [Order Fillers, Wnolesale and Retail Sales
~ Or Anywhere in the following states
| v
| ) Add a Job Tile | =2 -
~ Desired Employers | =1
Company I
| ] | | Or outside the United States
v
v
V‘
Add an Employer | | ‘
[ Save | Stast Match | Servioes | Comp Assess | Activiy | 1A Refemals | Comsspond | IVR | Retumto Srch | Comments | Tnjrﬁuumfw‘l’“

= O*Net Title & Objective.

= When we search from the job order side OSOS will search all the O*Net
Title’s listed on a customer’s record.

= When we start the job match from the customer side — starting from the
Customer Detail Record - OSOS will search for only the first O*Net Title listed
on the customer’s Objective tab unless we highlight a specific O*Net Title
before we start our search.



CUSTOMER
Employer Search
Ace Hardware

RRAU neER

Employer Detail

Job Order Search
Order#: NY0012103

= Job Order Detail |

1D: NY000171030 10f 50

Comments | Matches | Referrals | Saved Searches | Audit
@Enter a Job Description:

Receive payment by cash,
Issue receipts, refunds,
Assist customers by pro
Use cash registers, or

edit cards, vouchers, or automatic debits.
or change due to customers.

tion and resolving their complaints.
scanners.

Important
Reminder:
Toggle between job
order and

__customer record |

Swlom|

Duplicate | Emp New Job | Comespond | Print | Emp Detail | Retumto Search | Stat Match | Comments | T

= You can navigate between the Customer and Employer Module in the Match
Mode Process to compare the job order information with the customer
information.
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PROVIDER Y EMPLOYER Y

Comp Assess

0

= Work History — Is the customer’s employment objective realistic based on
their work history.
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 Mokch Mode Skills Tab

STAFF

PROVIDER EMPLOYER
Services

" Customer Detail Comp Assess
SSN: 123-87-3434  0SOS ID: NY000315696

Customer Search
Malinak, B J

“Additional Skills Text
Class E taxi license. Experience as a cashier and stock clerk.

Honors & Activities

Save | Stat Match | Services | Comp Assess | Activity | |.A. Referals | Comespond | IVR | Retumto Srch | Comments | Tag | Resume | Schedule

= [f we see a customer that we think is a good fit for the job opening as we
review both the customer record & the job order we can Tag the customer

record for future reference.
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[MatshMode|  Return to Search Listing

PROVIDER

EMPLOYER

Customer Search tomer Det: Comp Assess Services

Malinak, B J SSN: 123.87-3434  OSOS ID: NY000315696 @@ 20f 5B
<< < |Gen. Info | Add"l Info | Objective [Work Hist. | EdLic |50 ] Saved Searches | Activities | Comments | Tests [initial Assessm{ > [>>
@Additional Skills Text

Class E taxi license. Experience as a cashier and stock clerk.

Honors & Activities

Notes

Save | Stat Match | Services | Comp Assess | Activity | |.A. Referrals | Comespond | IVR to Srch || Comments Resume | Schedule

= After all customer records have been reviewed in the Customer Detail
Window click on the Return to Search button.

= This button will be active on all Customer Detail screens during the match
process.



PROVIDER

Customer Detail

Comp Assess

Req License
Req Training

Job Description peceive by cash, check,
Issue receipts, refunds, cre
Assist customers by provi
Use cash registers, or opt;

Search For:  Keywords enter
Objective Search ) any O all |
skill Search  any O all |
Job Title Search ® any O all |

EMPLOYER

STAFF

Services

1-150f15

<YYo sewYconeratintolcucaton o Erera L Xt Y coopraphic Acten Yerograms I Serch L cpora) > 1o

We found
the best
possible

matches!

=1L Sl L B s PR e oTee
[]|876-45-3838 [No | Malinak, Anorak

2 1 No Malinak B J

| Malinak, Barrack

Malinak, Buster
Malinak, Dilbert

Malinak, Match R

TO B UrORTED

|Cashier

Cashier. Customer Service

Cashier

|Full time Electrician, Cashier or Electrician’s Helper.
Cashier, electrician

|Sales associate. Retail Sales. Customer Service

|Active  |SMITH, JADER

|TO BE UPDATED

__;7[100 v | Search | Qear | Detad | Prnt Lst| Save Srch | Assionto List | Post Match | Refer | Actvty | Comments | Comespond | IVR | New|

= The customer records that you tagged will be highlighted.
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Posting the Match

STAFF

Services

Customer Detail Comp Assess

1-150f15

[<<] <Tauick Search | General info | Education | job Criteria [zt S LUl Geographic | Activities | Programs [ List Search | Reports | > |>>]
Req License
Req Training

Job Descripion peceive payment by cash, check, credit cards, vouchers, or automatic debits.
Issue receipts, refunds, credits, or change due to customers.
Assist customers by providing information and resolving their complaints.
Use cash registers, or optical price scanners.

Search For: Keywords entered below:
Objective Search & any O all
Skill Search & any O all
Job Title Search & any O all

O ssn | vet| staws | Seeker Name Objective |
e |

i (TT9-05-729% [T10 O RITTS, JRIME [TUBE OrDATED |

Active Malinak, Anorak |Cashier
Malinak, B J Cashier. Customer Service.

Malinak, Barrack
Malinak, Buster
Malinak, Dilbert Cashier, electrician

|Active |Malinak, Match R | Sales associate. Retail Sales. Customer Service
No Active SMITH, JADE R | TO BE UPDATED

i‘Tw-;}Mlgex[Duﬁ_lmmlSaw&wIWlowRdervvlldivlyl(:onmlf' | VR | New|

» In the example that we have been doing we have identified 3 customer’s that
meet the job order’s qualifications. 3 Matches.

= Click on the Post Match button. A Customer Matched message will appear
briefly in the upper right of the window.

= No longer in the Match Mode Process.



CUSTOMER PROVIDER

Malinak, B J

Custome Z==-~*

Employer Search Employer Detail Job Order Svarch  Job Order Detail
Ace Hardware Order#: NY0012' 1D: NY000171030
General Info | Contact Info | Job Detail | Job Description | Comments |0 Y Referrals | Saved Searches | Audit
Match Staff SSN Job Seeker
”E 08/15/2011 |Brophy, Daniel 123-87-3434 Malinak, B J No
{3 ]08/15/2011 |Brophy, Daniel |345-67-8987 Malinak, Barrack No
”I: 08/15/2011 |Brophy, Daniel 777-78-9865 Malinak, Dilbert No

PROVIDER
LTI —

EMPLOYER

Comp Assess

<<| < |Gen. Info | Add"l Info | Objective | Work Hist. | EdALic | Skills | Saved Searches Activ

STAFF

Services
OSOS ID: NY000315696

|_employer

Malinak, B J

Customer >. =~

< PROVIDER

oo Customer v =il

<<| < [Agency Info | Achievement Objectives | Services |-

EMPLOYER
Comp Assess

13123-87-3434  OSOS

| Actiity ofice | st | JobiD
|C] [Match |08/15/2011 |OSOS Central SeciBrophy, Danjs*" |
O] Initial n12/02/2010 |NY9999 [Tully, Kap

Location
of posted

matches

|08/15/2011/Daniel Brophy

= Customer Matched.

= OSOS will automatically update the following tabs:
o Employer Module — Matches tab
o Customer Module — Activities tab
o Customer Module — Service History
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Customer Correspondence

PROVIDER EMPLOYER STAFF

Services

Customer Detail Comp Assess

1-150f15
[<<] < [Quick Search | General Info | Education | Job Criteria |t 2L L] Geographic | Activities | Programs | List Search | Reports | > [>> |
Req License
Req Training

Job Descriplion paceive payment by cash, check, credit cards, vouchers, or automatic debits.
Issue receipta, refunds, credits, or change due to customers.
Assist customers by providing information and resolving their complaints.
Use cash registers, or optical price scamnners.

SearchFor.  Keywords entered below:
Objective Search (=) any O all
skill Search 2 any O all
Job Title Search (=) any O all

Seeker Name

Malinak, Anorak |Cashier
Malinak B J Cashier. Customer Service.

Full time Electrician, Cashier or Electrician’s Helper
Malinak, Dilbert Cashier, electrician
] Malinak, Match R Sales associate. Retail Sales. Customer Sernvice.
[m)l No |Active  |SMITH, JADE R TO BE UPDATED v

| 100 v | Search | Qlear | Detail | Prnt List| Save Srch | Assignto List | Pnusm]ndﬂm[m@ IVR | New

= [f you are sending the highlighted (matched), customers the same letter
informing them of the job opening, or you just have one customer highlighted,
you can use the OSOS Correspondence function on this screen.

= Click on the Correspond button to start OSOS Correspondence to generate a
match letter to send to your customer or to do a mailing to multiple customers.



New York State Department of Labor
Andrew M. Cuomo, Governor
Colleen C. Gardner

B1J Malinak Order#: NY0012103
8784 Malinak Way August 17, 2011

Albany NY 12240
Dear B J Malinak:

Ace Hardware hasa cashier position available at their company. Based on your educational background
and/or work history, youmay be qualified to apply for this position.

Please review the attached job description, complete the section below and return this letter within five
business daysto the New York State Department of Labor at the

o I applied for thisjob on:

Customer
job referral
letter

=} This job is not suitable forme because:

(u] Iam working for:

Date started: Job Title:

This is anew employer for me: YES/NO

If you are currently receiving Unemployment Insurance benefits, failure to respond to this letter
will delay your benefits and could result in the denial of benefits.

= Example customer job referral letter.
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Referral Summary in
L2 3
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A Referral is a
service to the
customer and will
create or extend an

enrollment.
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A referral service
matches the
customer’s talents to
the hiring needs of
an employer.
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A referral is usually done
when the job seeking
customer is at your desk and
has agreed to pursue a
particular lead or has
returned correspondence
indicating that they have
applied to a particular job.
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Adding a Referral from the
Employer Module Matches Tab

Employer Search Employer Detail Job Order Search Job Order Det:

Ace Hardware Order#: NY0012103 ID: NY000171030 10f1

[General Info | Contact info | Job Detail | Job Description | Comments |yt Referrals | Saved Searches | Audit |
Staff SSN Job Seeker

2 Malinak B J
(| 1 |Brophy, Daniel | Malinak, Barrack
010811572011 [Brophy. Danie! [777-76-9865 | Malinak. Dilbert

V4
,'/

Referal | IVR | Cust Detail

Save | Duplicate | Emp New Job | C | Prnt | Emp Detail | Retumto Search | Stat Match | Comments |

= For customers that have been matched to job orders in OSOS but need to
be updated to a referral.

= Highlight the customer that you would like to update to a referral and click on
the Referral button.

= A “Customer Referred” message will appear briefly in the upper right of the
window and the customer will be posted on the Referrals Tab.



» The referral is posted to the employer’s Job Order Detail - Referrals tab.
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- CUSTOMER | PROVIDER |

Employer Search Employer Detail Job Order Search

1D: NY000171035

General Info | Contact Info | Job Detail | Job Description | Comments | Matche s

[] : : -
O] |Malinak Match ___[No_[08/17/2011|Brophy. Daniel [StaffMatching | | | |

3 Add Job Referral -- Webpage Dialog
pag 143

U Oy P e/ ESITE S BB WA LSS0

l_l_—l_l'—l_l—l'_l_l_l'_

= [f a customer is not previously matched you can add a customer referral to a
job order in OSOS.

= Click on the Add Referral button on this tab.

= The date box fills in automatically. Enter the customer’s SSN # in the “Add
Job Referral” pop-up box and click on the “Lookup Seeker” button.
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- CUSTOMER | PROVIDER

Employer Search Employer Detail Job Order Search

General Info | Contact Info | Job Detail | Job Description | Comments | Match. <

] | Name | vet] ' i
O] [Walinak Match  [No [08/17/2011[Brophy. Daniel [StaffMatching | | | |

; Add Job Referral -- Webpage Dialog

Sugloyze Latan i Fasns

I_I—_I_'—I'—l_—l__r—F_I—l—_

= After you enter the customer’s SSN # and click on the Lookup Seeker button
the customer’s name will appear in the pop-up box.

= Click on Save.
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B CUSTOMER |

Jloyer Search Employer Detail Job Order Search

ol il Gk

_Save | Duplcate | Emp New Job | Comespond | Pt | Bmp Detai | Betumto Search | St Match | Conmerts |

=1

= The customer will be added as a referral.
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CUSTOMER

Employer Search

PROVIDER
Employer Detail

| vet| Dpate |

Job Order Search
Order#: NY0013106

@@ 50f5

1D: NY000171035

Saved Searches | Audit
| RefMeth | Resut | PayAtHire | unit |

O] [Malinak, Match

No_|08/17/2011|Brophy. Daniel |Staff Matching | | | |

ome 0

Malinak, Match R.

Service

Date

RO DER O
Malinak, Match R. SSN: OSOS ID: NY000339366 10f1
dd o jOb _ d S Ny d A S o s sis al Assess
Activity Activity Date Office Staff Employer | JobiD | sa|
|[C] |Referred to Job FT Regular (Over 150 Day{08/17/2011 |0SOS Central SeciBrophy, Daniel __|Wendy's [NY0013106 |
||C] |Labor Exchange Enroliment 08/17/2011 |0SOS Central SeciBrophy, Daniel — Ye:
||C0|common Measures Enroliment 08/17/2011 |0SOS Central Sec{Brophy. Daniel

Location
of posted

0SOS ID:

wmrmnen., referrals

Staff

|C] [Referred to Job FT Regular (Over

150 Days)  |08/17/2011|Daniel Brophy

Department of Labtree____

56

= After you click on the Refer button to post the referral it will be recorded in

OSOS in 3 locations.

56



Employer Job Postings

« Employers can post their jobs on the New
York State Job Bank. This allows them to
manage their job orders throughout the
recruitment process.

« NYSDOL will post their jobs for them

« Employers can post jobs automatically
using our indexing service.
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CUSTOMER Y PROVIDER Y

mployer Detail

» For employers that have selected an online application process for job
seekers, their URL web address in OSOS may change or not carry over to the
job orders as an active link.
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New York State i= State Agencies

New York State
JOB BANK

22933 Truck Driver CDL A or B - Local Travel / Logistics / Full Time - Albany, NY - Albany, NY

Job Information

ID: #10458562
# of Positions : 1
Minimum Education Unspecified
Level :
Experience Required : 1 year
License Required: CDL A or B drivers license
Duration : Full Time Regular
Shift: First Shift (Day)
Hours per week: 40
Start Date :  1/5/2013

Application Information

Online : Apply Now

Job Posting Entered On : 1/5/2013
Job Posting Expires On: 2/4/2013

= Make sure the link works and is current on the job bank.
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W @ | 48 internet Explorer cannot display the webpage | | - 8 deh ~ |- Page - &F Tools -

o Internet Explorer cannot display the webpage

Most likely causes

e You are not connec
e The w

=d to the Internet.

intering problerr

» a typing error in the address.
What you can try:

® Diagnose Connection Prok

& More information

't sults ity Al udi ucts ats ~
Do you want results only for Allied Building Products Corporation T ———

Allied Building Products shopping.yahoo
alliedbuildingproducts com Compare Prices
Distributor of roofing. siding interior p doors your m

tools. and more to and

RELATED SEARCH
Allied Building Products, Corp_jobs at Careerbuilder com
builder com/ /Allied-Building-Products-Corp ~

Allied Building Products. Corp is now hiring for 117 jobs Click to see additional
and jobs

Allied Construc
Allied Building F
Allied Roofing
Allied Building

Allied Building Products Corporation near New York 12242 Allied Building F
bing com/local Allied Building F
> ANlied Building Products g”"'f“" Building f
24 Railroad Ave - Albany et
? (518) 489-0147

Com i Products Corporation

nvesting bu private/snapshot asp?. . ~

Allied 9 Find s
< >
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= |f customers use a bad “Apply To” link on the job bank website they will
receive an error message.

= Do a web search for the employer’s website.



/= Allied Building Products - Windows Internet Exolorer

£ hitp:jjaliedbuldngproducts.com|
Fle Edt veEw " —n

W 9F () Aled Buiding Products

Career Opportunities: Truck Driver CDL A or B - Local Travel / Logistics / Full Time -
Req Id 22933 - Posted 01/04/2013 - Oldcastle Distribution - Allied Building Products - Regular - Driver / Delivery / COL - United States - New York

Apply

.
an Oldeastle* company

Branch Location: NY Albany (ALBA-2009)
City: Albany

State: New York

Postal/Zip Code: 12205

= You may have to do an internet search to locate the company’s website if the
link from OSOS doesn’t work.

= By Copying and Pasting :
http://jcnix.com/f2d1b458770949028deb672de2933256161 into your web
browser and doing a bit of research, the actual website is:

Equals http://alliedbuildingproducts.com/careers/careers.aspx

= You can copy and paste the link to the company website into the job order
summary prior to sending it out to the matched customer.
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http://jcnlx.com/f2d1b458770949028deb672de2933256161
http://alliedbuildingproducts.com/careers/careers.aspx

Missing job order information

CUSTOMER PROVIDER"

Employer Search Employer Detail Job Order Search _Job Order Detail |
Allied Building Prod Corp i Order#: JC6891143 ID: NY010038862 10f1
foonerrvto [conisct o T L e ] s Oescripon] Commenia sches {ncerrisseved senches Y B
— ~ Starting Pay s
Made| 3 Minimum J Health Insurance
@Openings | 1 Hires 0 maximum| | | Dentalinsurance
@Duration | Full Time, Regular Hours Per Week | 40 Unlt,— Vacation
~ Work Days od Sick Leave

[] Monday-Friday [] varies
[ Mon [J Tue [J wed [J Thu [J Fri [J sat [J sun

- DriversLicense || Holidays
Class [ Retirement/Pension Plan

Clothing Allowance

- Sy —— [] Tank Vehicle
: = et [] Doubles/Triples Child Care
@Education Required [ Pass Transpert e -
i Name| Office | Staff | StateW
Experience Required: Years [1  Months [0 Ot IDI | | | I
Keyboarding Speed 8 z:tlool Bus [ |
orcycle
Public Ti
ublic Transportation S

[ Tank Veh & Haz Mat

Required License, Certificate or |CDL A or B drivers i 3
Required Degree or Formal Training | | _AssignTo List | ZeTE
save|_ | | comespond | pant | |_Retumto Search | Start Match | Comments | Tsg |

= Sometimes job orders that migrate to the OSOS Job Order Module do not
include all the fields that are required to complete a staff entered job order in
OSOs.

» In the example that we have been doing the education field is not completed.
The driver’s license field is not required but for this particular job would be
essential (Truck Driver CDL a or B).
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= |f the job is posted on the company website and is still open it's OK to start

the match process.
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CUSTOMER PROVIDER
Employer Search Employer Detail

Brophy Brothers Inc.

General Info
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= NYS DOL acts as the contact point for the initial screening of job candidates
on the employer’s behalf.

= The local office decides how they will be contacted on suppressed jobs that
staff enter for their office. The default method is mail even if other contact
methods are selected on the Contact Info tab of the job order.



Job Order NY1006859 WITH
Contact Info - Suppressed “Yes’

Pay:
Starting pay not specified.
Benefits:
Health Insurance, Dental Insurance, Vacation
Hours per Week:
Not specified.
Duration:
Full Time, Regular
Work Days:
Not specified.
Shift:
Not specified.
Public Transportation:
Information not provided.
Minimum Education Required:
Some College
Driver Licenses, Including Endorsements:
- . . . g
How to Apply:
OSOS/REOS Central Support Unit
Room 440
Bldg 12
State Office Campus
Albany, NY 12240

Job Order NY1006859 WITH
Contact Info - Suppressed “No”

Pay:
Starting pay not specified
Benefits:
Health Insurance, Dental Insurance, Vacation
Hours per Week:
Not specified.
Duration:
Full Time, Regular
Work Days:
Not specified.
Shift:
Not specified.
Public Transportation:
Information not provided.
Minimum Education Required:
Some College
Driver Licenses, Including Endorsements:
o Driver Li . fied
How to Apply:
To apply, contact the employer by mail, or by telephone:
Tester, Dave
345 Tester Way
Testerville, NY 12240
Phone: Tester, Dave (518) 256-3456

= The “How to Apply” information defaults to the mailing address of the office of
the staff person that entered the job order for a suppressed job order.



ou work in multiple offices, be sure to log-in to the proper office.

v Communicate with Labor Market Analysts and Business Services
Team Members (gathering labor market intelligence), to discover
employment opportunities outside the OSOS system.

v" To protect customer confidentiality be careful when using a
customer’s Social Security Number; use the customer’s OSOS ID
whenever possible.

To protect customer confidentiality be careful when using a customer’s Social
Security Number; use the customer’s OSOS ID whenever possible.

Never say the customer’s SSN number out loud because it could

be overheard.

Do not leave papers with SSN numbers on your desk.
Do not email SSN numbers.
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Questions ?

NYOSOS data entry questions:
Help.OSOS@labor.ny.gov

Phone: OSOS Help Desk
(518) 457-6586

Thanks
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