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Desk Guide Description

This quick guide must be used with the Desk Guide for the Customer Module of NYOSOS
(http://www.labor.state.ny.us/workforcenypartners/osos/deskguidecust.pdf ). The guide
referenced above provides step-by-step, detailed information about how to use NYOSOS to
enter customer data and services funded by the Workforce Investment Act (WIA), Wagner /
Peyser (W/P), National Emergency Grants (NEG), Trade Globalization Adjustment Act
(TGAA) and other Statewide programs.

This guide assumes that providers and offerings are data entered and available in
NYOSOS. If you have a new provider and/or offering to data enter, please refer to the
following desk guide:
http://www.labor.state.ny.us/workforcenypartners/osos/deskguideprovider.pdf.

The ten Local Workforce Investment Boards to receive allocations from this grant include:

Broome/Tioga, Onondaga,

Chautauqua, Ontario/Seneca/Wayne/Y ates,
Chenango/Delaware/Otsego, Oswego,

Columbia/Greene, St. Lawrence,
Herkimer/Madison/Oneida, Yonkers

Some field names in the desk guides are abbreviated, to match how they are displayed in
NYOSOS. The graphics used in the guides are from fabricated test cases and not
indicators of true customer records at the time of publication.
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Log into NYOSOS, check the Staff module, Preferences window to ensure that you are in
the correct office.

CUSTOMER PROVIDER EMPLOYER

Staff Detail Logout

If you are not logged into the appropriate office:
» Click the drop down arrow and select the correct office.
» Then click “Change Office”.
» When the verification screen appears acknowledging the change of office, click
13 OK” .
This feature is only available to staff that work in multiple offices.
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Make sure that your agency is listed and active in the Agency Info tab.

PROVIDER

Customer Search Customer Detail 5SS
Malinak, State-Grant SSN: 0S0S ID: NY0D9679278

Achievement Ob ctives e His Outcomes IC Training Ad( > [>>

If the appropriate agency is not listed, then:
1. Click the “New Agency” button;
2. Click the drop down arrow for a listing of agencies and select the correct agency.
3. Enter the Intake Date and Enroliment Date.
4. Click “Save”.
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National Emergency Grant (NEG) services must be data entered into NYOSOS
as Level 2 (L2) services. Services permission is required to enter L2 services into
= the Services module. Contact the security coordinator for your office if you need

to have that permission added to your user account.

Data Entry Difference

The customer detail information is entered using the same methodology that is used for
Wagner / Peyser and WIA customers as described in the section entitled Customer Detail
of the Desk Guide for the Customer Module of NYOSOS.

The primary data entry differences are:

Specific NEG funded services listed below must be entered as Level 2 (L2) into the
Services module and linked to NEG funds. They must not be entered as Level 1 (L1)
activities. This is necessary in order to produce federally mandated reports.

Training Services

Supportive Services — Child Care
Supportive Services — Dependent Care
Supportive Services — Housing
Supportive Services — Transportation
Supportive Services — Other

Needs Related Payments

The normal staff assisted Level 1 (L1) services must be recorded using the Activities
button in Customer Detail, such as:

Assessment Interview/Initial Assessment,

Comprehensive Assessment,

Career Guidance,

Counseling or

Individual Employment Plan (IEP), etc.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess Services
Malinak, State-Grant SSHM: OS0S ID: NYD096792T8 1 of 1
m o - Activities o = imﬂ Initj-IAzsessrrl hh
ebpage Dialog Employer Jok ID s4 |
[ — Yes
Activities
(L] = Yes
|l L1 self-Service | Informational Only Yes
0 —J L1 Staff Assisted Core
] |- 9 pssessment =

I [-lAssessment interview, initial Assessment

(. Counseling

i Job Search Assistance

i Orientation

|- Referred to Job

-7 Tax credit Eligibility Determination

1 L1 staff Assisted Intensive

L1 State Specific

L] L1 Supportive Svcs | Heed Related Pmis

L_J L1 Veteran Specific Services

1 L2 State Funded Programs

L1 2 Trars art O
Activity Date | 06012010

RR Event# -

_S= Keyword(s) Search 0K | Cancel oh CommerrtS| Tag |F€esum6| Schedule
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If no active WIA enrollment currently exists, the overnight functional alignment process will
create an entry into the Agency Info tab for the Department of Labor; the Intake Dates
and Enrollment Dates will be visible; and the Status will be Active. You may click the
check box next to any listed agency to view the Intake and Enroliment Dates.

The intake date is the first date that you accept the individual as a customer. The
enrollment date is usually the same date and corresponds with the first service provided to

that customer.

PROVIDER

Customer Search Customer Detail 5655
Malinak, State-Grant S5N: 0S0S ID: NY009679278

[ |Department of Labaor
[ |Chautauqua WAE

Dizlziz Aezney
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The functional alignment process will convert the first L1 service into an L2 service.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess
Malinak, State-Grant S5N: 0S50S ID: NYD09679278

< |Agency Info | Achievement Objectives Service History | Enrolimemnts | Outcomes | Comments | Audit | Training Ad( > |>>

Opliggiae)| | Aotz Olic) 77

[ e etz

Dzlzia Sapicz I Sutflonzzor) P& Szruies Summzry REYTIE Lt I Trciing || Chzngs Az Cos

If there is no L1 service that creates the enroliment, then the first L2 service will create the
WIA and Common Measure enrollments.

*Note: if the functional alignment process does not convert the L1 services into L2
services, please check the Date of Birth, Gender, and / or the Selective Service checkbox
fields. They must contain data because they are required for a WIA enroliment. Lack of
data in those fields will block the entry of L2 services.
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To enter training services, supportive services, and / or needs related payments, click on
the Services tab.

PROVIDER EMPLOYER STAFF

Customer Search Customer Detail Comp ASSess . Services |
Malinak, State-Grant SSN: 0S50S ID: NYD09679278
<Y < Vagency o nchievement Oye v [ S ervce Hstory {cvolimertutzomeY Comment= At 1 rsmng Adl> o
Detail Funding
Provider Name  Functional Alignment PY 2006 | | | | | |
Original Obligation $1.00 Total Obligation §1.00 1] | | | | |

Offering Cost| 5400 Actual Cost

Planned Start Date | 0670172010  Planned End Date | 06/01,/2010
Actual Start Date | 06/01/2010 Actual End Date | 06/01/2010

Mext Contact Date Minimum Hours |0
Frogram Sve Type | Core Staff Assisted Completed

Mumber of Weeks
Min. Prog. Agreed |
Achv. Objective | Total Funding | 5 1.00
Program | FPetition #
Agency Chautaugua WAE RR Event#|
Office Chautaugua Works Dunkirc
| Achieverment Ghjective | Senice |
||:|| |AssessmentInten-'iew. Initial Assessment |
Mew Service | | | |

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

Click the New Service button to enter L2 services. You will be automatically directed to the
Offering Search window in the Provider module. Click the General Info tab, to search for

a service.
CUSTOMER

EMPLOYER STAFF

Provider Detail Offering Search Offering Detail

Provider Search

Quick Searc| Eeneral Infa I Custom

— Offering ID
Inly]

D2

D3
D4
D5

D6
D7
D8

D9 [l]

|:|| Frovider Mame | Frovider Service Mame I Location | Start Date | Star’[TimeI End Date IEnd Timel
(O] | | | | | | |
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1. Make sure the WIB field is appropriate for the location of the training provider. If not,
click on the down arrow to the right to select another WIB or you may select the
blank space, which will include all locations within New York State.

2. To further narrow your search, you may enter information into a single data field or a
combination of data fields. When entering information into a data field, it must be an
exact match. If unsure of the full name, you may enter part of the Provider Name
and / or the Service Name.

3. You may also drill down through the Service Type tree to search by the type of
service such as Occupational Skills training or OJT.

4. You may then select to identify 25, 50 or 100 potential listings. Click the Search
button, when you have completed entering your search criteria.

CUSTOMER EMPLOYER STAFF

Provider Detail Offering Search Offering Detail

Provider Search

1-22 of 22
General Info, (77777}
— Location Start Date Range
1 WIB | Chautaugua County ~ city From | To|
I
Provider Information
Provider Mame Service Name Program| v|
Provider Status | Active
Senvice Type  Occupational Skills Training Service Type
] Provider Name Provider Service Mame Location Start Date | Start Time | End Date | End Time
L =g TS TR WL W WV T T AU TE LS UL RVE UL Y UE] A
[ |sUNY College at Fredonia Business Administration Fredania B
[ |sUMY Empire State College |Science, Math and Tech Saratoga Springg
[ |sUNY Empire State College [Business, Mgmt and Economics |Saratoga Springsg
[J|sUNY Empire State College |Human Develapment Saratoga Springs
[7|8UNY Empire State College |Bus. Mgmt & Econ Saratoga Springs
[]|Tamarack Training Center Introduction to Tree Care OperatigCanton E
[ | Tri-State Busjge nati AT Erie 06/01/2009 06/30/2025 hudl
Clear | | | Print List
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Highlight the appropriate service and click Detail to ensure it is the correct location.

STAFF
Offering Detail

EMPLOYER

CUSTOMER

Provider Detail

Provider Search

1-22 of 22

Location Start Date Range
WIB | Chautauqua County v| city | | From | | To

Provider Information

Frovider Mame | | senicemame| | Program| |
Provider Status [ Active

Sernvice Type | Occupational Skills Training Service Type
] Provider Mame Provider Service Mame Location | Start Date| Start Time | End Date | End Time
[ |Jamestown Business College Computer Technology Jamestown i
[ |Jamestown Community College / Jamestd Credit Courses Jamestown
[] [Jamestown Community College / Jamestd Credit Courses Dunkirk
De ary Training of Western New ¥ Dental Auxiliary Training of We Jame
[] |Everywoman Cpportunity Center Enralled in SkillsTraining PNk =,
[ |2UNY Empire State College Human Development / ﬁtoga Spri
[1 | Tri-State Business Institute HWAC rie 06/01/200 06/30/202 B
| W . PSRRI A S S S S [ S PR e d e S

25 w| Search | Clear

EMPLOYER
Offering Search

CUSTOMER
Provider Search | Offering Detail |
Dental Auxiliary Training of Western New Offering ID: 20425 1 of 1

Provider Detail

General Info
Provider Info
Frovider Mame Dental Adliary Training of Westem Mew York - Catt/Alleg
Service Category| Training
Senvice Type | Occupational Skills Training
Senvice Description

Location Schedule
Location | Start Date| EndDate|
Address| 13 Lkica St Start Time|[ End Time|
Sun. Mon. Tue. Wed. Thu. Fri. Sat
City| Jamestown State | Mew York
Zip| 14701 WIB | Chautaugua County

Additional Info
Cost|$1.00 Total Seats | 3535 Available Seats

DCescription

| | Prowvider Services | Betum to Seanch
—

1. Check the location to be sure that it is correct.
2. Click the Return to Search button.
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Click the Schedule button, which returns the service offering to the customer record.

EMPLOYER STAFF

CUSTOMER

Provider Detail

Provider Search Offering Detail

1-220f 22

Quick Search j Custom

~ Location I'StnrtDMeRulge

WIB | Chautauqua Courty v| City | | From | . To|

~ Provider Information

F’rwiderName| | Servicer\lamel:l F’rogram| v|

Provider Status | Active

Sernvice Type | Qccupational Skills Training | Se'vic:&Typel
I ] Provider Mame Frovider Service Name Location | Start Date| Start Time | End Date| End Time
[1|Jamestown Business Caollege Computer Technology Jamestown [
[1|Jamestown Community Cellege / Jamestd Credit Courses Jamestown
| Jamestown Commumty Cullege I Jamestg Credit Cuurses Dunkirk
| Everw»rnman Oppnrtunmt Center Enrolled in SkillsTraining Dunk|rk A L
[ |sUrY Empire State College Human Development Saratoga Spri /
[ [Tri-3tate Business Institute HWAC Erig UE;’DM’EW / 06/30/202 @
[ T = PP P T == DN P | | =)
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On the Services tab, the following fields are required and must be populated:
Planned Start Date
Actual Start Date
Planned End Date
Program Svc Type (drop-down)
- ITA Training for training services;
- Non-ITA Training for On-the-Job Training or Customized Training
- Intensive for all Supportive Services or Needs Related Payments.

PROVIDER

Customer Detail

EMPLOYER

Comp Assess

Customer Search

Malinak, State-Grant SSN: 0S0S5 ID: NYD09679278
[«<[ < [Agency Info | Achievement Objectives Jab 2] Service History | Enroliments | Outcomes | Comments | Audt | Training Ad{ > |>>)
Detail Funding
Provider Name  Dental Ausdiary Training of Westem New York - Cat | Level | Source |Ob|igated| Actual | Oblig # |
Original Obligation Total Obligation| $0.00 (] |

Actual Cost
0 |§ Planned End Date| 12/18/2010 I
Actual Start Date 0 Actual End Date

Mext Contact Date Minimum Huur5|:|
Program Svc Tvpe| [TA-Training “ Cgmme‘ted

Mumber of Weeks
_ Core
Min. Prog. Agreed|Core Staff Assisted |

Achv. Objedive{ﬁ'%_ | Total Funding I:l Add

Offering Cost

g§1.0
Flanned Start Date| 07072
07:2

Program | Intensive v| Petition #
Non-TA Training
ADENCY| Youth Services Changs RR E‘“'E”t#| vl
Office | Chautauqua Woarks Dunkirk Office
| Achievement Objective | Senice
[ Assessment Interview, Initial Assessment

Dental Auxiliary Training of Western New

New Service | Delete Service | Authorization | IPA Service Summary | Tracking |

Save | Customer Detail | Comp Azzess | Comments | Check Labor Market Information |
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The ITA training service must be linked the Services tab Program drop-down choice of
NEG ARRA Dislocated Worker.

EMPLOYER

Comp Assess

PROVIDER

Customer Detail

Customer Search

Malinak, State-Grant SSM: OSOS ID: NY009679278
[<<[ < [Agency info | Achievernent Objectives Jiilbbaadl Service History | Enroliments | Outcomes | Comments | Audit | Training Ad| > [>>]
Dretail Funding
Provider Mame | Dental Awdliany Training of Westem Mew York - Cat | Lever | Source | Obligated | Actual | oOblig# |
Original Obligation Total Ohligation | £0.00 (O] [ [ | | |
Offering Cost = 1.0C Actual Cost

-
%]
=
o
X}
=1
=
=]

Flanned Start Date 10 Flanned End Date

Actual Start Date 2010 Actual End Date
Mext Contact Date Minimum Heours
Frogram Swc Type| | TA-Training | Completed W
Mumber of Weeks
Iin. Prog.Agreedl |

Total Funding [ 1.00 | Add

Program e Fetition # g
Agen [ RR Event# b
gency Adult BEx-offender Re-employment Initiative b |
Office | Adult Supplemental
Career Pathways - OTDA
I Chamber of Commerce OJT Service

DWW Supplemental

Discretionany DV

Gas Card Support. Svee. ThAs #0503, 2051
Incumbent Worcer Waiver

Limited English Prof. & Contesd. Leaming
MEG ARRA Dislocated Waorlcer
MFA - Finanical District NYC
MY'C Business Solutions Training

Assessment Interview, Initial Assessment
Dental Auxiliary Training of Western NMew

Mewe Ser MT'S OMH Demonstration Grarnt e Summary | Tracking | |
| OASAS - NYS Office of Alcohalism and Substan
OCFS Youth J [Comments | Check Labor Market Information |
RFP Disconnected Youth
F=3 Rl =T G YT TP | | security: Delete | 07/30/2010 I
Rapid Response - TAA Training Related Service
State Parks Conservation Corps
Statewide ITA Pilot RFGP15
WIRED
Warkers Impacted by Berger Com. Report
Youth I TA Waiver
zPY 2000 Rapid Response Supplemental Fundir
zPY 2000 State Supplemental Funding {Inactive
zPY 2001 Adult Supplemental {Inactive)
zPY 2001 DW Supplemental {Inactive)
zP 2002 Adult Suoolemental (Inactive) o
Click on Save.
PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess . Services |
Malinak, State-Grant SSMN: OS50S ID: NYDD96T9278
[<<] < [agency into | Services [Enroliments | [Comments [ Audit [ Training Ad{ > >>]
Detail Funding
Provider Mame | Dental Auiliany Training of Westem Mew York - Cat | Lever | Scurce | opligated | actual | obligz |
Original Obligation Total Obligation | £ 0.00 =] | [ | [ |

Cffering Cost Actual Cost
FPlanned Start Date FPlanned End Date | 1212-2010
Actual Start Date Actual End Date
Mext Contact Date Minimum Hours
FProgram Swvc Type | ITA-Training - Completed -~
Mumber of Weeks

KMin. Prog. Agreed

Achw. Ohjective - Total Fundin Add
Program | MEG ARRA Dislocated Worker et FPetition # N
Agency| Chautaugua WAE Change RR Event # |
Office | Chautaugua YWorks Dunkirkc Office
I Achievement Obhjective I Senvice I

L] Assessment Interview, Initial Assessment
Dental Auxiliary Training of Western Mew

Mew Service b d oo | Authonzation | 1PA Service Summary | Tracking |

Sawve | Customer Detail | Comp Assess Comments | Check Labor Market Information |
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1. Enter $1 into the Total Funding field.
2. Click the Add button to access the available funds.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess

Malinak, State-Grant S5HN: OS0S ID: NY009679278
[<<[ < TAgency info [Achievement Objectives Jeia il Service History | Enroliments | Outcomes | Comments [ Audit [ Training Ad{ > ]>>]
Detail Funding
Provider Mame  Dertal Ausdliany Training of Westem New York - Cat | Level | Source | obligated| Actual | obligz |
Original Obligation Total Ohbligation £ 0.00 O] [ | [ |
Offering Cost| =100 Actual Cost
Flanned Start Date . 2010 Planned End Date | 12/18/2010
Actual Start Date 2010 Actual End Date
Mext Contact Date Minimum Hours

Program Swc Type| | TA-Training ~ | Completed b
Mumber of Weeks
Min. Prog. Agreed

Achv. Objective s
Program | NEG ARRA Dislocated Workcer e
Agency | Chautaugua WAE Change Vl
Office | Chautaugua Works Dunkirk Office
Achievement Objective I Sernvice

Assessment Interview, Initial Assessment

Dental Auxiliary Training of Western Mew

Mew Service Delete Service | Authorization | IPA Service Summarny | Tracking |

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

1. Highlight the NEG ARRA — Dislocated Worker fund.
2. Enter “$1” into the Obligated Amount box. Click OK.

PROVIDER EMPLOYER

Customer Detail

Customer Search Comp Assess

Malinak, State-Grant SSHN: OS0S ID: NY009679278
[<<[ < TAgency info [ Achievement Objectives Jbih Ll Service History | Enroliments | Outcomes | Comments [ Audit | Training Ad{ > [>>]
Dretail

Funding
Frovider Mame == Chlig #

Criginal Cbligation

Offering Cost
FENIZE S Rl Funding Source Year Remaining I
Actual Start Date —— -
L] |wIB Adult Statewide 15% 2009 5 50000.00 -
FIET SETEE D CJ|WIBE  |Adult Statewide 15% 2010 |5 10000.00
Program Sve Type | ITA-Trail | [T [y WA Stimulus Adult Local 2008 5373478
Mumber of Weeks Ll WA Stimulus Dislocated Worker Local | 2008 5 93355.54
Min. Prog. Agreed [ | state Stimulus Youth Statewide 15% 2009 5 348257.00
Ach [ |state MEG Financial District 2008 5 400975321.00 E Add
W MEG ARRA - Dislocated Worker 5 10000.00 ~
I Chligated Amount|s‘|."3 uZJR Ohligated Percentage 100 Zl

Office | Chautay

s 2 Cancel

Assessment Interview, Initial Assessment

Dental Auxiliary Training of Western Mew

Mew Service Cielete Service | Authorization | IPA Service Summany | Tracking |

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

Click Save.

ARRA NEG — Dislocated Worker (NY08) 14 1/24/2011




Add comments and details about the services, using factual information that includes dates.
1. Click on the Comment button to enter the comment.
2. Add the comment.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess . Services |
Malinak, State-Grant S5SN: 0505 |D: NY009679278
[<<[ < [ Agency Info | Achievement Objectives | a2 Service History | Enrollments | Outcomes | Comments | Auit | Training Ad| > |>> |
Detail Funding
Provider Name Dental Audlia 4| Acual | obig# |

Original Obligation 2 Comment -- Webpage Dialog Wilfsoo0 | |

Offering Cost
Planned Start Date
Actual Start Date

Comments

Employment Plan: The customer wants to become a
dental hygienist, which i3 in demand in the

NEHCGHTECTDE’[E Chautsugua ares per Labor market 3tatistics.  She
P has the required High school diploma and earned an

Frogram Schype@ 24 average suggesting she can successfully

Mumber of Weeks complete the training.

Win. Prog. Agreed
]

Achv. Ohbjective

Program | NEG ARRA D e
Agency| Chautaugua W b

Office  Chautaugua V) b, 4
| Achieven I Savel Spell Check | Cancel |
O Assessment Interview, Initial Assessment

Dental Auxiliary Training of Western New

MNew Service [elete Service | Authorization | [PA Servi Payments Tracking |

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

3. Click the Save button on the Comment - - Webpage Dialog box.
4. Click the Save button at the bottom of the screen before leaving the Services
module.
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Training Addl Info Custom Tab

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

I | PROVIDER EMPLOYER

Customer Search Customer Detail
Malinak, Chris M. S5N: 0505 1D: NY010448017

< | < lvInfo | Achievernent Objectives | Serwices | Service History | Enrollments | Outcomes | Comments .ﬂul{l'rl v >

Initial Assessment Intensive
|||:| CASAC educational requiITA-Training
O LPM ITA-Training

it

| Facord 1) =
|:|_

o
Fririt Lzt I Fint Flzeore] I Fujefie
_Save | Customer Detail | Comp Assess | Comments | _Check Labor Market Infomation |
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This custom tab is a listing of the activities & services that have been entered for this
customer by any staff person. A separate guide for this custom tab has been developed as
is available at the following links:

Internet: http://www.labor.state.ny.us/workforcenypartners/osos.shtm

NYS DOL Intranet: http://sdolintranet:81/dews/dewstrainingmanualindexpage.htm

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

PROVIDER EMPLOYER
Customer Search Customer Detail Comp Assess . Senvices |
Malinak, Chris M. SSN: OS0S 1D: NY010448017

<] < ly info [ Achievement Objectives | Services | Service History | Enrollments | Outcomes | comments | Audit Jig G LR EEIL Y > T>>]

Service Emerging & Transitional Workers | Disconnected Youth RFPs
|Achu. 0 Sernvice Fam Svec Type >| Green Compaonent ,7
g Initial Assessment Intensive Sector |
g CASAC educational requilTA-Training
F LPN ITA-Training WIATAAState Specific Training
O*Met Title
T
MAICS
e

Training Addl Info

Jacd e P Help [

Save | Customer Detail | Comp Assess | Comments | Chech Labor Market Information |
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Activating the Additional Training Tab data fields

To activate any, or all of the sections, place a check mark in the box next to the respective
occupational training service.

For customers served as Adult, the Pgm Svc Type should be ITA-Training or non-ITA
Training.

For customers served as Youth, the Pgm Svc Type should be Youth Services.

PROVIDER EMPLOYER

Customer Search Customer Detail

Malinak, Chris M. SS5N: 0SO0S 1D: NY010448017
< iy Info | Achievement Objectives | Services | Service History | Enroliments | Outcomes | Comments | Audit

rlilili_ r

Initial Azsessmdlntensive

et 2 4 | = = l [1{] : 4
PN ITA-Training

ol

= |
|:|_

e
Pt Lzt I Prink Fzsard I St
_Save | Customer Detail | Comp Assess | Comments | Cheok Labor Market Infomation |

ARRA NEG - Dislocated Worker (NY08) 18 1/24/2011




If no Record ID appears when placing a check mark in the box next to the occupational
training service, then click the Add button.

PROVIDER

Customer Searc C er Detail 5
Malinak, Chris M. SSN: 0S0S ID: NY010448017

< [y Info | Achievemnent Objectives | Services | Service History | Enroliments | Outcomes | Comments | Audit

I_Iililil_

Initial Assessmglntensive

. ASAC educatin| TA-Training
I |= N [TA-Training

74

I— ETELERY WA NEY I Frine Fzeared I Auelie
_Save | Customer Detal | Comp fssess | Comments |_Check Labor Maket Information_|

This will activate the Green Component and Sector data fields, as well as the O*Net Title
and NAICS data fields.

ARRA NEG - Dislocated Worker (NY08) 19 1/24/2011




If a Record ID value appears, place a check mark next to the number.

This will permit access to the Emerging & Transitional Workers / Disconnected Youth
RFPs and the WIA/TAA/State Specific Training data fields.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess . Services |
Malinak, Chris M. S5N: 0S50S 1D: NY010448017

[<<] < ly Info [ Achievement Objectives | Services | Service History | Enroliments [ Outzomes | Comments | Audit R ECT N EY > o>

Service Emerging & Transitional Workers / Disconnected Youth RFPs
| Achv. Ohbjective Senvice Pam Svc Type >| Green Compeonent
F Initial Assessmgintensive Sector| &
| CASAC educatidITA-Training
ITA-Traiming VWIATAAState Specific Training
C*Met Title
O Met Title
MAICS

NAICS

Training Addl Info
Recard ID

Add | Delete | Print List Help | Print Record | Aud |

Save | Customer Detall | Comp Assess | Comments | Check Labor Market Information |
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At the time that this guide was written, October 13, 2010, policy does not require
completion of the Green Component or Sector fields for training not linked to the
Emerging & Transitional Worker RFP or the Disconnected Youth RFP. However, staff
persons are encouraged to complete these fields for future reference in case they
subsequently become required fields for all training.

Completing both the Green Component and the Sector data fields in this section are
required when the training has been linked to a customer being served by either the
Emerging & Transitional Worker or the Disconnected Youth RFP contracts.

The drop down menu allows you to indicate if the occupational training will prepare the
customer to participate in the green economy. The green economy encompasses the
economic activity related to reducing the use of fossil fuels, decreasing pollution and
greenhouse gas emissions, increasing the efficiency of energy usage, recycling materials,
and developing and adopting renewable sources of energy.

If the training will lead to a green occupation, then select “Yes” from the drop down list. If
not, then select “No”.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess Senices
Malinak, Chris M. S5N: 0505 1D: NY010448017

<<] < ly Info [ Achievement Objectives | Services | Service History | Enroliments [ Outzomes | Comments | Audrt JUEL T ECE T EY > o>

Service Emeragi

g & Transitional Workers | Disconnected Youth RFPs

| Achv. Objective Senice Pam Svc Type | = Green Compaonent
F Initial Assessmglntensive Sectar 7
F CASAC educatioITA-Training Tes

ITA-Training i ing
C"Met Title
MAICS
MNAICS
Training Addl Info
Record ID =
|
Add | Delete | Print List Help |  Print Record | Audt |

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

You will not be able to Save until you complete the Sector field.
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Click the Sector drop down menu to select the occupational field that encompasses the
training. If the training is not contained within one of the listed occupational fields, then
select Other (ETW/DCY).

PROVIDER EMPLOYER

Customer Search Customer Detail Comp ASSEss '~ Senices |
Malinak, Chris L. SSN: OS50S ID: NY010448017
[<<] < ly Info [ Achievement Objectives | Services [ Service History | Enroliments | Outcomes [ Comments [ audit REELEEECHI LY > 155

service Emerging & Transitional Workers | Disconnected Youth RFPs

| Achy. Chjective Senvice Pgm Svc Type =~| Green Component

F Initial Assessmelntensive
F CASAC educaticITA-Training

ITA-Training

Advanced Manufacturing (ETW/DCY)
e |Construction (ETW/DCY)
Healthcare (ETW/DCY)
Transportation (ETVW)
Cither (ETW./DICY)

NAICS
Training Addl Info
Record ID =
580
Add | Delete | Print List Help | Print Record | Audit |
Save | Customer Detail | Comp Assess | Commentsl Check Labor Market Information |
= T T = = |

You will not be able to Save until you complete the Green Component field.

Click Save.
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error message.

A Failure to complete both the Green Component and Sector will result in an

2 0SOS AF Error Message -- Webpage Dialog

DoclD: | 19 A 3c2232465d0-48d 581 - 7ebbfd 67

AFCompoundError
Missing Green Component

21 0S0S AF Error Message -- Webpage Dialog

DocD: | 33c55db2-2347caa1-52732250-62ba 2562

AFConpoundError
Missing Training Sectors
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WIA/TAA/State Specific Training

The O*Net Title and NAICS are used to indicate the occupational goal for the customer
and the respective training service.

State contract funded training. The NAICS is optional, but users are

f The O*Net Title is a required field for all Workforce Investment Act (WIA) and
encouraged to complete this field when the information is available.

Place a check mark in the box next to the respective occupational training service to which
you want to attach an O*Net Title and/or NAICS.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp ASSess .~ Services |

Malinak, Chris M. S5SN: 0S0S5 1D: NY010448017
<Y < Iy o [ Achievermert Objectivee corvicee | service story | envollmente Gutcomes ] Commerte | Aud Bttt el 17|
Service Emerging & Transitional Workers | Disconnected Youth RFPs
i=Ctive Senvice Pgm Svc Type >| Green Component
Initial Azsessmdlntensive Sectar |
CASAC educatidITA-Training
ITA-Training WIATAA State Specific Training
C*Met Title
MAICS
Training Addl Info
Recaord ID | }l
[ |
[T Folete [ R G| Help [aeie
Save | Customer Detail | Comp Assess | Comments | Check Labor Market Information |
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1. If no Record ID appears when placing a check mark in the box next to the occupational
training service, then click the Add button in the lower left box (Training Addl Info) to
create a Record ID. The WIA/TAA/State Specific Training O*Net Title button text
color will change from gray to blue as an indication that the data field has become

active.
2. If aRecord ID value appears, place a check mark next to the number.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess

IMalinak, Chris M. SSN: 0805 ID: NY010448017
[<<] <y info [ Achievement Objectives | Services | Service History | Enroliments | Outcomes | Comments [ Aucit Ju g e L CEIL AT S 55
Service Emerging & Transitional Workers | Disconnected Youth RFPs
| Achy. Objective Senice Pgm Svc Type >| Green Component
O Initial Assessn.n Intensrvl'e. Sector | Healthcare (ETW/DCY) &
. CASAC educatiaITA-Training
ITA-Training WIATAAState Specific Training
O*Met Title
O~MNet Title
REALOEs]
MAICS
Training Addl Info
Record ID
Add | Delete | Print List Help | Print Record | Audit |
Save | Customer Detail | Comp Assess | Comments | Chech Labor Market Infarmation |
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Click the O*Net Title button to bring up the Select O*Net- - Webpage Dialog box.

There are two ways to find the desired O*Net Title:
1. Keyword or
2. Hierarchy

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

Click Search.

2 Select 0™Net -- Webpage Dialog
Hierarchy Search @

Customer Search

Current O*Net

Malinak, Chris M. 0*Net Code 0*Net Titls

<<] < Iy Info [ Achic: ||SEFFmm— [ﬂ'm ag
Service ! Architecture and Engineering Occupations 2

__|Achv. obiectve ||| (55,4, pesign, Entertainment, Sports, ard Media Occupations

O ! Building and Grounds Cleaning and Maintenance Occupations v

—! Business and Financial Operations Occupations

—! Community and Social Services Occupations
—! Computer and Mathematical Occupations
—! Construction and Extraction Occupations
! Education, Training, and Library Occupations
! Farming, Fishing, and Forestry Occupations
! Food Preparation and Serving Related Occupations
! Healthcare Practitioners and Technical Occupations
530 — Healthcare Support Occupations
—! Installation, Maintenance, and Repair Occupations
! Legal Occupations
—! Life, Physical, and Social Science Occupations
— Management Occupations
—! Military Specific Occupations
—! Office and Administrative Support Occupations v

Training Addl Info

Add I Kevword(s)|-ensed practical nuse]|  Search

Select | Cancel | Clear |

Click Select.

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

Check the box next to the most appropriate title.

Click Select.

= Select O*Net -- Wehpage Dialog

Customer Search

Malinak, Chris M.

< | < [y Info | Achie

Click Save.
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When the appropriateness of which O*Net Title to select is in doubt, click the Details tab to
review the description for each title under consideration. It is best to discuss the
descriptions with the customer to determine the most appropriate title.

2 Select 0"Net -- Webpage Dialog

Hierarchy Search [

Customer Search
Malinak, Chris M.

O*Net Information
Code 25208100

ﬁihﬂmﬁﬂ; Title Licensed Practical and Licensed Vocational Nurses i Infuhh

Service g
Achv. Objective

Description Care for ill, injured, convalescent, or disabled
perscns in hospitals, nursing homes, clinics, private
homes, group homes, and similar institutions. May work
under the supervision of a registered nurse. Licensing
required.

RIS [ —

RESOUrCES |Amerca's Career Infolet Occupation Profile
0"MNet Code Connector Report Go

0*Met OnLine Summary Report

Training Addl Info

|

Select | Caniel | Elear|

Once the most appropriate title has been chosen, click Select.

Please Note: the Select O*Net- - Webpage Dialog box includes the Internet Resources
selection on the Details Tab. Choose which webpage you'd like to visit and click on the Go
button. A separate web browser page will open. You may do additional Occupational
searches and copy and paste the appropriate occupation name into the NYOSOS Keyword
search box.
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The selected O*Net Title will populate the text box.

PROVIDER

Customer Search Customer Detail

Malinak, Chris M.

Initial Assessmelntensive

SSN:

EI

CASAC educaticITA-Training
LPN [TA-Training

EMPLOYER

0S0S ID: NY010448017

< |y Info | Achievement Objectives | Services | Service History | Enroliments | Outcomes | Comments

Tﬁliﬁl_

s | Audit

Click Save.
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Click the NAICS button to bring up the NAICS Hierarchy - - Webpage Dialog box.

You may scroll to the box next to the appropriate industrial classification or data enter the
type of business into the Keyword(s) text box.

Customer Search [ NAICS Hieranchy -- Webpage Dialog
Malinak, Chris M.

MAICS Hierarchy
ﬁﬁm@ [Ironstore Retailers ~ | padiinfo £ 23
Service [JMenupholstered Wood Household Furniture Manufacturing 5
| Achv. Objective | [T] Nonwoven Fabric Mills
O [ Monwoven Fabric Wills &
0l [Iruclear Electric Power Generation
DNursery and Floriculture Production
[IMursery and Tree Production 23

[ | Mursery, Garden Center, and Farm Supply Stores
[ ] Mursery, Garden Center, and Farm Supply Stores
L] Mursing Care Facilities

[IrMursing Care Faciliies

Training Addl Info | []rursing Care Facilities

[ ] Mursing and Residential Care Facilities

580 [ office Administrative Services

[Joffice Administrative Services

[ office Administrative Services

[l office Equipment Merchant Wholesalers
[]office Equipment Merchant Whgdesalers

[ office Furniture (except Wo ufacturing

[l office Furniture {includi res) Manufacturing h

I Kepword(s) | hozpital Search I m Clear | Cancel

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

If you scroll through the hierarchy, you will need to check the box next to the appropriate
industrial classification.

If you data enter the type of business into the Keyword(s) text box, you will need to click the
Search button.
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This screen displays the results of entering a keyword and clicking the search button.

PROVIDER EMPLOYER STAFF HELP

Customer Search| (28 NAICS Hierarchy, -- Webpage Dialog IXI
Malinak, Chris M.

<| < v Info | Achiex

E—

o
|
o
o
o
|
o
o
o
|
o

hozpital

_Save | Customer Detai | Comp Assess | Comments |_Check Labor Maket Infomation_|

Click OK when you have checked the box next to the appropriate NAICS.

Click Save.
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The completed O*Net Title and NAICS data fields will look similar to the screen displayed
below.

PROVIDER EMPLOYER

Customer Search Custormner Detail
Malinak, Chris M. SSN: 0SOS ID: NY010448017

Please Note: Unlike the Green Component and Sector fields which require population
of both fields, the O*Net Title and NAICS fields may be populated individually or in
combination.
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Addl Outcomes Custom Tab

The Addl Outcomes custom tab is found in the Customer Module — Services window.

PROVIDER EMPLOYER
Customer Search Customer Detail Comp Assess
Malinak, Chris M. B 0OS0S5 ID: NYD00312662

< | < jent Objectives | Services | Service History | Enrollments | Outcomes | Comments | Audit | Training Addl Inf-:-{

rlilir

08/16/2010 L

O

[J|Comman Measy 0811612010

[ (w1 01072010 08M0/2010
O

O

Commoan Measy 010772010 05M0/2010
Labor Exchange|01/07/2010 05M10/2010

ol

|_ F=cared [d |_
o |4

Lzl=i= || Prine Lt I Frint Flzcorel I Al
_Save | Customer Detail | Comp Assess | Comments | Check Labor Market Information |
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This custom tab is a listing of the programs and enrollments that have been entered for this
customer by any authorized user.

The Addl Outcomes tab consists of four sections:

Outcome

Addl Outcomes

Credential/Certificate Info from Outcomes Tab

Additional Outcome Information, which has two subsections:
» National Work Readiness Credential
» Industry Wide Recognized Occupational Certificate

PwppE

PROVIDER EMPLOYER
Customer Search Customer Detail
Malinak, Chris M.

WA 0gMe2010
Commaon Measy 08/M16/2010
WA 01/0712010 05/10/2010
Common Measy01/07/2010 05/M10/2010
Labor Exchange|01/07/2010 05/10/2010

rzeore Jef

Frine Fl=oare] I ruelie
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Unlike other sections of NYOSOS, the user may not sort the individual columns by clicking
the column headings.

PROVIDER EMPLOYER STAFF
Customer Search Customer Det=i

Malinak, Chris M. SSN: 03505 ID: NYD00312662

| < jent Objectives | Services | Service Hi ¢ JEnroliments | Outcomes | Comments | Audit | Traiming Addl Info

| co= )= [EEl

WIA 0BME2010 ]
Commeon Measy 08M16/2010
WIA 0110712010 05/10/2010
Commaon Measy 010712010 05/M10/2010
Labor Exchange|01/07/2010 05M0/2010

W

|_ f=care] e |_
(o, -

WEIEES I Pririe Lz I Pt Fl=eoed _F-udi'[
_Save | Customer Detail | Comp Assess | Comments | Cheok Labor Market Infomation |
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Activating the Addl Outcomes Tab data fields

To activate the sections, place a check mark in the box next to the respective Common

Measures program and enroliment. You will notice that the Add button becomes
accessible.

PROVIDER EMPLOYER

Custom =] Customer Detail Comp Assess
Malinak, Chris M. SSN: 0S0S ID: NY000312662

< | < jent Objectives | Services | Service History | Enrollments | Outcomes | Comments | Audit | Training Addl Info

| Program | EncDate | EdtDste |-
[ Wit 08162010 |
[ |common Measy 08/16/2010
[ (Wit 011072010 05M0/2010
Common Measu 010 10 05 010

LaborExchange 01/07/2010 05/10/2010

Im I_ Fint Flzson m
_Save | Customer Detai | Comp Assess | Comments | Check Labor Market iformation |

If a Record ID value appears, place a check mark next to the number.

If no Record ID appears when placing a check mark in the box next to the Common
Measures Program and then click the Add button.
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Any attained credential information that has been entered into the Outcomes tab during a

specific enroliment will automatically populate the Credential/Certificate Info from
Outcomes Tab section.

PROVIDER EMPLOYER

Malinak, Chris L. SSN: 0505 ID: NYD00312662

< |ent Objectives | Services | Service History | Enroliments | Outcomes | Comments | Audit | Traiming Addl Info

I_Iililil_ | Ve

08M16/2010

|:| Commnn Measy 08/ 16454

|Ocoupationalsklsicense |
[ | s 11/07/2010__[05/10/2010
|
r
A
r

C ||||||||||I'1H 10

Fine Lt I Fink Flzsored I Ll
_Save | Customer Detal | Comp Assess | Comments | Check Labor Market infomation_|
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Attained credential information that has been data entered into the Outcomes tab during

one specific enroliment will not populate the Credential/Certificate Info from Outcomes
Tab section from a different enroliment.

PROVIDER

C o Customer Detail D
Malinak, Chris M. S5N:

05M10£2010
Common Measy 010712010 051052010

Labor Exchange|01/07/2010 05M10/2010

Fint Flzeord I AT
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If no Record ID appears when placing a check mark in the box next to the program, then
click the Add button.

PROVIDER

Customer Detail

| Progsm | Encbate | EdtDae |-|
Ofwa  Josnezo0 |~
Common Tals 0

7 [wia 010712010 05102010
[ |commaon Measy01/07/2010 05102010
] |Labor Exchange|01/07/2010 05102010

WEETES I Fririe Lz I Frint Flzeord a'-'-l_ldi'[
_Save | Customer Detail | Comp Assess | Commens | _Check Labor Market Infomation |
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This will create a record and activate the National Work Readiness Credential and
Industry Wide Recognized Occupational Certificate data fields.

PROVIDER EMPLOYER

Customer Detail Comp Assess

Malinak, Chris I. SSN: 0S0S ID: NY000312662

| < jent Objectives | Services | Service History | Enrollments | Outcomes | Comments | Audit | Training Addl Info

_| Progam | EmwDale | BitDale |-
Clwia__Jogne0t0 . |°
Common Meas 010

[ [wia 01072010 [05M0/2010
|0 |common Measy01/07/2010 051102010
[ |Labor Exchange|01/07/2010  [05/10/2010
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If a Record ID value appears, place a check mark next to the number.

This will permit access to the National Work Readiness Credential and the Industry Wide
Recognized Occupational Certificate data fields.

You will only be allowed to create one Record ID value per enroliment for the
National Work Readiness Credential and the Industry Wide Recognized
Occupational data fields.

You may enter information into one or both of these data fields for the same Record ID
value.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess Sendces
Malinak, Chris M. SSN: 0S05 ID: NY000312662
[<<[ < Jent Objectives | Services [ Service History | Enroliments | Outcomes | Comments | Audit | Training Addl Info [5G S ILEEL LT > 55 ]
Outcome Credential/Certificate Info from Outcomes Tab
Frogram Enr. Date | Exit Date >| Aftained Credential | yas
O [wa 08162010 -
Credential Type o =tiomal skills i
[1|Common Meast|08i16/2010 _ L L
0] [Wia 01/07/2010  |05/10/2010 Date Attained | 05/10/2010
Common Measu 01/0772010 051042010
[1|Laker Exchange|01/07/2010 05/M10/2010 Additional Qutcome Information
National Work Readiness Credential
Aftained ™ ]

Date Aftained

Addl Outcomes Industry Wide Recognized Occupational Certificate

Attained
Date Attained | ps./07/2010

U

Record 1d

Add | Delete | Print List Help | Print Record | Audt |

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

The National Work Readiness Credential is only earned once the individual passes the
Standardized test administered through a credentialed testing center.

The Industry Wide Recognized Occupational Certificate is any certificate that is
universally accepted throughout an industry as confirming successful completion of specific
educational or competency based criteria. Examples may include LEAP and OSHA
certifications.
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When indicating a date when the National Work Readiness Credential was attained and not
checking the “Attained” box will result in the following error message:

/2 0SO0S AF Error Message -- Webpage Dialog

DoclD: -231d9335-176c6ad0641ca04e5d5ease2

AFCompoundError
Missing NWE Attained Credential
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When indicating that a National Work Readiness Credential was attained and not
providing a date will result in the following error message:

2 0S0S AF Error Message -- Webpage Dialog

Doc ID: -3b3dc63b-72a25e576r44d565383945b

AFConpoundError
Missing NWE Date Attained
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When indicating a date when an Industry Wide Recognized Occupational Certificate
was attained and not checking the “Attained” box will result in the following error message:

/2 0SOS AF Error Message -- Webpage Dialog

Doc ID: | 73a338243-5bbbce?e-55cfb 349351566

LAFCompoundError
Mizzing IWRC Attained Certificate
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When indicating that an Industry Wide Recognized Occupational Certificate was
attained and not providing a date will result in the following error message:

2} 0S0S AF Error Message -- Webpage Dialog

Doc1D: | -23a98a66421c4550-1516bebefb5e5107

AFConpoundError
Miszing IWRD Date Attained
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When attempting to save a second record, the following error message will appear:

/2 0SO0S AF Error Message -- Webpage Dialog

DaocID: | -Mbd4efe7-732c35341518520 8208560038

AFRuthorizationError
Maximum number of instances of sviZl_add outcomes has been reached. No more instances
of this custom tab are allowed

Resources and Assistance

Additional desk guides and resources can be found at:
http://www.labor.ny.gov/workforcenypartners/osos.shtm.

For further assistance, please contact the following:

NYOSOS Help Desk
help.osos@labor.ny.qgov
(518) 457-6586

O*Net Resource Center website: http://www.onetcenter.org/
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