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OSOS Desk Guide

(7/21/2011)
Readers Note

Recognizing the potential challenges presented by OSOS data entry, RochesterWorks created an OSOS Desk Guide. Please note, this Desk Guide is created to compliment, not replace the NYOSOS Youth DATA ENTRY Script provided by the New York State of Department of Labor. This Desk Guide is color coded and designed to walk a user with minimal data entry skills through the OSOS data entry process. 

The OSOS Desk Guide Table of Contents:
1. Data Enter of Enrollment (pg 1-6)

2. Updating/Closing out Achievement Objectives (pg 7)

3. Exiting (pg 8)

4. Follow up Services (pg 9)

5. Documenting Outcomes (pg 10)

6. Termination (pg 11) 
7. Performance Quarters in a Calendar Year (pg 12)

8. Ten Required Program Elements (page 13)
It should be noted: This Guide is a living document and will be updated as necessary. Feedback is welcome and encourage. Send correspondence seeking clarification or offering suggestion for improvement to Awilliams@rochesterworks.org.
OSOS Security Permissions 

OSOS access is limited based on the security permissions granted by the local and state Security Coordinators.  Access has to be applied for and granted for each user.  Please refer to “Getting Started” included below. 
Each user with access to OSOS has specific security permissions assigned.  The different levels of security permissions determine what screens a user can view, change, etc. Individual requests should match the user’s job responsibilities as they relate to WIA. When a user leaves or no longer requires OSOS access, the local Security Coordinator should be notified immediately. 
If an agency is aware of information that is being accessed from OSOS for other than Wagner Peyser or WIA program needs, please inform the Security Coordinator immediately.  
Getting Started

Before accessing the OSOS website:

· Obtain a NYOSOS account by contacting Carol Cavanaugh 258-3537 your local workforce investment area security coordinator.
· In order for OSOS to function properly on your PC, check to see if the PC you are using the most current Internet Explorer (IE) v. 7.0. Also, be sure the Temporary Internet File allocation is set to at least 200 MB or higher. To check the version of IE, click on Help, and About Internet Explorer.  (Refer to “OSOS -Internet Explorer Browser Notes” for further instructions) 
Before getting started must make OSOS a Trusted Site on the PC designated for OSOS use.  
Here are the steps you need to follow:
Go to Internet Explorer
Click on Tools
Click on Internet Options
Click on the Security Tab
Click on the icon for Trusted Sites
Click on Sites
Type in https://osos.labor.state.ny.us in the address line following “Add this website to the zone”
Click Add
Click OK
Click OK (again)
Please email Help.osos@labor.ny.gov  should you come across any data problems. 
Color Key Guide

Orange print = the page you’re on (I.e.: Customer Search/ Customer Detail / Comp Assess /Services page)

Brown underline print = The brown tabs found at the top of the page

Blue letters with arrows = The fields within the tabs

Green print = Green Dots within the fields that needs to be address only if indicated 
Red print = Advisory  

To log on, go to https://osos.labor.state.ny.us/osos.html 

The F11 key will display a full screen.  

DO NOT use the back arrow key to attempt to return to a previous screen as it will automatically log you out of OSOS
Part 1 – Data Entry (pg 2-5) 
On the top of the page, click on the CUSTOMER tab. 
You may search for a customer by entering the Customer’s SSN, ID or Customer Name.

Before creating a new file, check to see if one already exists. You can do this by entering the youth’s SSN and clicking on the Search button found at the bottom of the page.
· If there is a match, contact Antwan Williams for further instructions. 

· If there is no match, click the NEW button found at the bottom right of the screen and proceed to the Customer Detail page.

Customer Detail Page 
Gen. Info tab
· Customer Data -Under the Customer Data field, input data as requested. (The Metro and UI Claimant fields are not required)
Special instructions for creating a User Name: 
1. User Name/Password – You must create an 8 character Username and a 6 character Password using a mixture of numbers and letters. I.e.: A combination of the youth’s name and SSN. Whatever system you create, be sure to use that system for all your files
· Customer Assignment - Click on the Change button to add your name to the file. Then, click on the Change Office button to change or add your Agency name 
· Ethnic Heritage - Input data as requested 

· Race - Input data as requested 

· Education & Employment - School Status and Employment Status – post a comment on source used. 

Please note: For youth with an IEP Cert. at enrollment do not use Disabled w/cert./IEP but rather use 12 Grad - no Diploma. Also, under the School Status for youth with an IEP, you must use Not attending school or H.S. Dropout.  For any youth in these categories:  In-School, Alternative School, In-school Post-H.S., 

Not attending School or H.S. Dropout or Not attending School: H.S. Graduate; are considered out of school youth who are required by WIA standards to be TABE test. 
· Contact Preferences - Please check all appropriate boxes the youth would prefer you to contact them 

Input data as requested (Double check these fields before saving at the end!)
Add’l Info tab             
· Programs 

1.  Click on the gray Programs/Public Assistance Selection box 
· Select Yes for WIA Older (19-21) or WIA Younger (14-18) and input the Date the youth was certified as a WIA participant (refer to the Certification of Enrollment into WIA-Funded Youth Program sheet). 

· In addition, you have enter Yes and the date for all that applies for public assistance 
· Lastly, click on the Submit button at the bottom of the pop-up box. 

 2.  Income Status – Please check Yes for Income 70% LLSIL 
**If this youth does not meet the 70%LLSIL standard, please seek approval from the Youth Employment Coordinator (Once approved, select Yes under the Local Priority drop down box.) 
3.   Complete the Disability Status box. If disabled, you must complete the Disability Category Box. Please note: A learning disability does not necessary meant a physical or mental impairment.    
       4.  Select No for Migrant / Seasonal Worker  
· Selective Services - Only if the male is 18 years or older (or when the youth turns 18… youth has 30 days to register)   
 be sure to add the Selective Service number in the box 
Work History - This tab should be done when youth starts his/her summer work experience
· Detail - Click on New Job Entry and fill out the “Green Dotted fields only”

Objective tab
 “Green Dotted fields only” (Employment Objective, O Net Titles, Acceptable Job Location) 
· Employment Objective: For non-job seeking Youth, a statement of interest should be entered. For example, a child who enjoys interacting with animals may have an objective “To work with animals.”

· O*NET Titles: All customers must have at least one Occupation Title. This is a required field. Click on Add a Job Title button. Then click on the O*Net Titles button. Wait for the Select O’Net – Webpage Dialog box to appear before you select an occupation title. Select a category and continue to a desired occupation or enter the occupation in the keywords to locate faster. Click on the Select button. If applicable, enter the Experience in Years and Months . 

· Acceptable Job Locations Maximum Zip Radius – enter the youths Zip Code and how far they are willing to travel for work 

Skills tab
“Green Dotted fields only” (Additional skills) 
(Click the Save button found at the bottom of the page)
-------------------------------------------------------------------------------------------------------------------
Customer Detail Page 
Data Validation 

Comments tab
Click on Post a Note tab found at the bottom of the screen. 

In the Comment Webpage Dialog box, you must validate the youth’s Income and Individual Identifier using the following criteria: (Please refer to the Data Validation and Demographic Information Help Sheet found in the 2008 Program Operator Packet)
· Document Title: 
· Issuing Authority:

· Document #:

· Recipient Name on document:
· Income Amount* – Please note the number in family household/income and if the pay stub is Weekly, B-weekly, Monthly or Other: 

· Expiration date: 
Lastly:

Post a note stating on the youth’s School status and Employment Status at Registration
If applicable, post a note regarding verification used for youth’s  Disability Status 
(Click the Save button found at the bottom of the Customer Detail page)

New Dev tab – (In this tab, m you will validate the Date of Birth)
Click the Add button found at the bottom left hand side of the screen

· Other Verification Sources 

Select the document source you are using to validate the Date of Bith with from the drop down box. 

· Customer Detail 

In the DMV# box, enter the source document digits (#)

 (Click the Save button found at the bottom of the Customer Detail page)
Go to the Comp Assessment Page 
Employment tab


Answer the following questions below if applicable:

Poor Work History (If checked post a note under Job Behavior and Skills)

Youth Needing Additional Assistants? If the youth was determined Income Eligible, you must select, Yes from the dropdown box. Next, you must post a note under Job Behavior and Skills explaining what barrier(s) were used on the application. 

Serious Barriers to Employment (If the youth was determined eligible based on the 5% Rule then you must select, Yes under the dropdown. Next, you must post a note under Job Behavior and Skills explaining what barrier(s) were used on the application.
Education tab
· Math & Reading 
For Out of School youth only – Question one (below) should be based on the youths TABE score. Do not enroll the youth until the youth has been TABE! Need clarification? Please seek the advice.
1. Is the customer basic skills deficient? (Select No if the youth is functioning at or above an 9th grade level. Select YES if the youth is functioning below an 9th grade level.) (If in school, please note the source. I.e.: Report Card)
2. Limited English – Yes or No
3. Any indication of learning disabilities? (If checked, you must post a note in the box provided. I.e.: IEP) 
Family tab
“Green Dotted fields only”
Is Customer parenting/pregnant Youth? If yes is selected, you must add the child’s info to the Members of Household field by clicking on the add a Member button.
Legal tab
“Green Dotted fields only”
Offender Status? (Employment related restrictions) Please select Not Applicable or Yes (Seek assistance from the Youth Employment Coordinator should you need help filling out this section.) 
Housing  tab

· Housing Information 
Current Housing: 
While the housing information is not a required field, it is where WIA eligibility based on housing would be recorded. If the youth is homeless, a runaway or a foster child, it must be recorded on this tab. 
(Click the Save button found at the bottom of the page)

Go to the Services Page (Pages 5-6)
Agency info tab

(To activate this page, please click on the New Agency button at the bottom of this page)


1. In the Agency box – Please select Rochester/Monroe WAE

2. In the Intake Date box – Please enter the date found on the participant’s application 

3. In the Enrollment Date box – Please enter the date of WIA Certification/Eligibility 
(Click the Save button found at the bottom of the page)

Achievement Objectives tab  
Note: Information and guidance on aligning WIA Title 1B program design with USDOL/ETA’s Common Measures Policy
· In the context of the 90-day exit rule, the Service Strategy must provide services on an ongoing and regular basis, at intervals not to exceed 60 days. 
(Please click on the New Objective button at the bottom of this page for New Objectives only) 

· Achievements Objectives 

1. Please specify the “Achievement Objective Goal” in the Achievement Objective box
 (Each Objective set should align with goals identified on the ISP)
2. Please specify the Type of Goal in the Type of Goal  box 


3. Please select Set, but Attainment Pending* in the Goal Attainment box 
4. Please enter the Planned Start* and Planned End Dates 

5. Please enter the Actual Start Date*
6. Please enter an Evaluation Date.  This date should fall between the Planned Start Date and Planned End date

(Click the Save button found at the bottom of the page)
Service tab
(Please click on the New Service button at the bottom of this page for new services only)


Provider Search page
Click on the General Info tab

· Provider information 

1. Please enter “your agency name” in the Provider Name box. Then, click on the search button at the bottom of the page.

2. Select a Service pertaining to the “Achievement Objective.” (Refer to pg. 13) Then, select the Schedule button at the bottom of the page (Please note, you will be automatically taken back to the service tab)
· Detail 

1. Please enter the Planned Start Date, Planned End Date & Actual Start Date – these dates should match the Achievement Objective dates. 
2. In the Program Svc. type box, please select Youth Services
3. Min. Progress Agreed box - (Benchmark the Ach. Ojb. Goal. I.e. increase math grade by one letter grade.)   
4. In the Achievement Objective box, please select the Achievement Objective that matches this   Service Plan 
(Click the Save button found at the bottom of the page)

Services continues on the next page
· Funding 

1. Please enter $1 in the “total funding” box and click on the Add button to the right of the box, to navigate to a funding - Web Page Dialog screen  

2. In the funding web page dialog box, please select the appropriate funding source/year. If you are using WIA dollars you must select WIA Youth Local. If you are using stimulus dollars, you must select WIA Stimulus Youth Local.   Once you have selected/click on the appropriate funding source, add the $1 to the Obligated Amount box, and click on Ok.
(Click the Save button found at the bottom of the page)
--------------------------------------------------------------------------------------------------------------------------------------
Go to the Services Page 
Prior to clicking on the Enrolments tab, you must go back out to the search page to let the system refresh. Then come back to the Services page/enrollment tab to enter the Enrolled in education status. 
Enrollments tab

· Enrollment info  

Enrolled in Education 



· The Enrolled in Education field should be filled in with a Yes or No answer, if the customer is enrolled in a formal educational situation at the time WIA registration or at any time during their WIA enrollment. This includes BOCES, alternative schools, tutoring situations, proprietary and post-secondary schools. 
(Click the Save button found at the bottom of the page)
Making good use of the Comments Tab in the Services page.

Comments that are related directly to services being provided or achievement objectives set for each youth, etc., should be entered into the Services Comments tab. (Please case note information that is relevant to workforce development only) These comments cannot be viewed by anyone without access to the Services module. __________________________________________________________________________________
Data management and validation is an important element in operating a successful WIA funded program. To assist operators in this area periodic print outs of individual participant objectives and services histories from the OSOS is necessary. Included here are guidelines operators should follow. 
When should this information be printed? 
Each time there is an update made to the Achievement Objectives/Services.
How is the Objectives and Services History information printed? 
Go to the Services Page 
Achievement Objectives tab  

At the bottom of the screen, click on the Print button in order to bring up the Objectives and Services History page. 

At the bottom of the Objectives and Services History, click the Print button to print page. 
Who should sign off on this information? 

Both the youth and the program provider should sign off on the print out. (Please note: the form prints out with a customer signature line only. The provider should sign directly below.) 
Is there anything else? 
Yes! Be sure to include case notes in OSOS. Case notes must support Achievement Objectives set, Services provided, and Outcomes claimed!
 Part 2 – Updating/Closing out Achievement Objectives (pg 7)
(PLEASE NOTE – When updating any of the tabs found on the Service Page you must click on the service(s) listed below the gray bar. You will then notice that the once grayed-out information above will become white. Once white, you will be able to make updates and changes to all fields.) 

Go to the Services Page 
Achievement Objectives tab

· Achievement Objectives 

1. To update the Goal Attainment – You must change Set, but Attainment Pending to
Attained OR Set but Not Attained *
2. You must add the Actual End Date
3. Closure Reason
If the Skill Goal was Attained, please select Objective Completed
If the Skill Goal was Set but not Attained, you must select Objective not Completed
*Set but Cancelled should not be use without consulting with a RochesterWorks staff 

 (Click the Save button found at the bottom of the page)

Service tab 
· Detail 

1. You must add the Actual End Date 

Select Yes for the Complete drop down box (Select No only if the youth exit reason is Deceased, Health/Medical, Institutionalized, Relocated to Mandated Residential Program or Reservist Called to Active Duty)
2. (Click the Save button found at the bottom of the page) 

You must Post a Note under the comments tab speaking to the outcome of the Achievement Objective. 
Part 3 - Exiting Youth out of WIA Enrollment (pg 8)
Go to the Services page

Enrollments Tab
Please select the best exiting plan that best fits the youth’s situation at time of exit. 

Soft Exit (The Rule)

90 Day Exiting Instructions 
1. Please make sure that ALL of the Achievement Objectives and Service Plans are CLOSED OUT. Refer to page 7 for help. 
2. Post a note explaining why you are exiting the youth. 

***Please note: after you have closed out all services, you will then allow 90 days to pass. As long as that youth does not receive any additional services from program and/or are co-enrolled as WIA youth at the RochesterWorks Career Center, the OSOS system will then produce the soft exit. It is at that time you can document the first quarter after exit outcome.***

Enrollments Tab

Hard Exit (The Exception)

              Takes Youth out of Performance Measures 

· Deceased

· Health/Medical 

· Institutionalized

· Relocated to Mandated Residential Program 

· Reservist Called to Active Duty 

Before you start the exiting process:

Please make sure that ALL of the Achievement Objectives and Service Plans are CLOSED OUT. Refer to page 7 for help.

            In the Enrollments tab, under the Program type box, click on the Common Measures box. 

· Exit Info

1. Exit Reason – Enter the Exit Reason and Save. Please note: The exit date will not appear after saving. Upon exiting the file and returning to the enrollments tab, you will then see the generated Exit Date which will be the Actual End Date of the Last Service completed.  
2. Post a note explaining why you are exiting the youth.
After Exiting, please create a Follow up Service 
For all exited youth, please create a Follow Up Service when checking in with the youth in order to keep the youth on track to obtaining his/her goals/outcomes 
Go to the Services Page 
Service tab

(Please click on the New Service button at the bottom of this page for new services only)


Offering Search page

· Provider information 
1. Please enter “your agency name” in the Provider Name box.
2. Click on the Search button at the bottom of the page.

3. Select Youth Follow up Services under the Provider Service Name heading. 

4. Click on the Schedule button at the bottom of the page (Please note, you will be automatically taken back to the Service tab)
· Detail 
1. Enter the Planned Start Date, Planned End Date and Actual Start Date  

2. Please enter the Next Contact Date - this should be a date you want the system to remind you to follow up on outcomes. 

3. Next, for the Program svc Type box, select Follow up from the drop down menu  
(Click the Save button found at the bottom of the page)

· Funding 

1. Please enter $1 in the “total funding” box and click on the Add button to the right of the box, to navigate to a funding - Web Page Dialog screen  

2. In the funding web page dialog box, please select the current funding year - highlight the correct source, add the $1 to the Obligated Amount box, and click on Ok.
(Click the Save button found at the bottom of the page)

Part 2 

Please note: When logging into OSOS, you will be directed to the Staff Detail page. This page contains all reminders created by “YOU” regarding Follow Up services.  Click on the profile of your choice, once prompted to the youth’s file, go directly to the Service page and update the information. 

Updating the Follow up Service file
Service tab

· Detail 
1. Enter the Actual End Date 
2. Select YES from the Completed drop down box 
Comments tab
Click on the Post a Note, found at the bottom of the page and report on the results  

(Click the Save button found at the bottom of the page)
Part 4 – Documenting Outcomes 
Go to the Services page


Before documenting/editing the youths Outcomes, be sure to click on Common Measures found under the Program Type box. Now you are ready to input/edit data. 
Outcomes Tab

· Youth Outcomes 
1. At time of exit, select the appropriate outcome from the School Status at Exit drop down box. Please note: This should be done at time of exited.  Save
Outcomes Tab

· Education & Training  
· Education Level at Exit – (This field should not contradict the Education Level on the Customer Detail page.) 
· Entered Advance Training – yes or no

· Entered Post-Secondary – yes or no 
· Attained Credential
Then Save
Outcomes Tab 
Placement in Employment or Education – 1st Qtr. after exit  
· Youth Outcomes 
1. Please click on the WIA Youth 14-21 box
If applicable, select Yes for all that applies*  
· Entered Advanced Training
· Entered Military Service 

· Entered Post-Service ed.

· Entered Qualified Apprenticeship

· Entered Unsubsidized Employment 

Then enter the Date you found the youth to be active in the above outcome(s). (Please note: the date should fall with in the first quarter after exit.)  
You must post a note detailing the source used to verify outcome.  

Click on the Submit button and Save.
Outcomes Tab


Attainment of a Degree or Certificate – 3rd Qtr. after exit 
Please see 3rd Qtr. Exclusions on page 11

· Youth Outcomes 
1. Please click on the WIA Youth 14-21 box
If applicable, select Yes for one of the followings* 
· Attained Cert. of Technical/Occ. Skills 
· Attained GED or HS equiv.  
· Attained a HS Diploma
Then enter the Date of attainment 
You must obtain a copy of the Degree &/or Certificate and post a note detailing the source used to verify outcome.  

Click on the Submit button and Save.

*If the youth is not in any of the categories listed in the Quarter, go directly to the Comments Tab and post-a-note on your efforts and findings and Save.                                                               
After the 3rd Qtr. when all follow up services has been provided, go directly to page 11.                          
3rd Quarter Exclusions 

In the 3rd Qtr Exclusion drop down box, please select the reason why the youth should be taken out of the 3rd Qtr. performance measure. (See examples below)  
· Deceased

· Health/Medical 

· Institutionalized
· Relocated to Mandated Residential Program 
· Reservist Called to Active Duty 

You must post a note detailing the source used to verify outcome.  

___________________________________________________

When ALL follow up services have been provided, you must go to the Agency Info Tab to terminate the youth from your agency enrollment. To do so…Go to the Services page
Agency Info tab
1. Please enter the Termination Date  

2. Please enter the Termination Reason 
(Click the Save button found at the bottom of the page)

Congratulations! You are finished.
Performance Quarters in a Calendar Year
	Quarter 
	Quarter


	Quarter
	Quarter


	Jan

•
	Feb

•
	Mar

•
	Apr

◊
	May

◊
	Jun

◊
	Jul

*
	Aug

*
	Sept

*


	Oct

√


	Nov

√
	Dec

√


Please use this chart as a guide to determine which quarter requires follow up services based on the Exited Date.  
Ten Required Program Elements
When creating a Service that is linked to an Achievement Objective, please refer to the definitions below. 

· Youth Framework Activities – consist of intake, an objective assessment of each participant, individual service strategy, information and referrals for youth participants, and relevant follow-up service for twelve (12) months.

· Tutoring, Study Skills Training – is the activity that teaches the individual to develop organizational, comprehension, interpretive and writing skills needed for studying of educational materials.

· Alternative Secondary School Offerings – are specialized, structured curriculum offered inside or outside of the public school system which may provide work/study and/or General Educational Development (GED) preparation for students with behavior problems, physical/mental disabilities, who are at-risk of dropping out, who are institutionalized or adjudicated youth and/or youth who are in the legal custody of the Department of Youth Services (DFY) and are residing in an institution.

· Summer Employment Opportunities – are summer employment intended to be part of a comprehensive array of services available to youth in a local area. Although all Local Boards must offer summer employment opportunities for eligible youth as one of the ten required program elements, the proportion of youth funds used for summer employment is determined by the Local Board in consultation with the chief elected official. 

Summer youth employment must provide direct linkages to academic and occupational learning, and may provide other elements and strategies as appropriate to serve the needs and goals of the participants. The summer youth employment opportunities element is not intended to be a stand alone program. Local programs should integrate a youth’s participation in that element into a comprehensive strategy for addressing the youth’s employment and training needs. 

· Work Experience Internships – are planned, structured learning experiences that take place in a workplace for a designated timeframe. This may be paid or unpaid. The purpose is to establish exposure to work activities that will help the youth gain personal attributes, knowledge, and skills needed to apply for and obtain a job.

· Occupational Skills Training – is primary occupational skills that encompass the proficiency to perform actual tasks and technical functions required by certain occupational fields at entry, intermediate or advanced levels.

Secondary occupational skills entail familiarity with and use of the set up procedures, safety measures, work related terminology, record keeping and paperwork formats, tools, equipment and materials, and breakdown and clean-up routines.

· Leadership Development Opportunities – are activities that encourage responsibility, civic duty, employability, and positive social development. The activities may include, but are not limited to exposure to postsecondary educational institutions, peer mentoring and tutoring, organizational and team work and leadership training, and life skills training.

· Adult Mentoring – is working with an adult of 18 years or older individually who teaches or assists the youth to develop life skills towards a goal and/or career.

· Supportive Services – are those services that are necessary to enable a youth to participate in activities authorized by WIA. Supportive services may include but not limited to the following (a) linkages to community services; (b) assistance with transportation; (c) assistance with child care and dependent care; (d) assistance with housing; (e) referrals to medical services; and (f) assistance with uniforms or other appropriate work attire and work-related tools, including such items as glasses and protective eye gear.

· Comprehensive Guidance and Counseling - is the interaction of the youth with an adult of 18 years or older that results in positive social behaviors and lifestyles. Some of the activities may include but are not limited to as stated in the 20 C.F.R. Part 652 et al, Workforce Investment Act, Final Rules, 2000, maintaining healthy lifestyles, including being drug and alcohol free; maintaining positive relationships with responsible adults and peers; contributing to the well-being of one’s community; voting; being committed to learning and academic success; remaining non-delinquent; and postponed and responsible parenting.

The ten program elements do not have to be provided with WIA funds or by WIA funded partners.  It is not only acceptable, but also desirable to connect WIA youth to other community resources and services while monitoring service delivery.

* For the very first Achievement Objective and Service, both the Planned Start Date and Actual Start Date have to be the same as the Enrollment Date
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