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One-Stop Operating System Wi p W

Training Addl Info Tab Data Entry
Quick Guide

under standing of the system. Thisguideisnot intended for novice data entry staff. A more
complete guide for general OSOS useisprovided at:

Staff using the featuresin this quick guide should be well-versed in OSOS, with a good
£
http://lwww.labor .state.ny.us/wor kfor cenypar tner s/losos/desk guidecust.pdf

OSOS Access Information

This Quick Guide describes how OSOS is to be used to complete the Training Addl Info Custom
tab and select O*Net Title located in the Services window. If more detailed instructions are
needed, go to Desk Guide to the Customer Module and review the other desk guides available.

OSOS is accessed at https://osos.labor.ny.gov/osos.html, and requires a username and password
that must be obtained from OSOS Central Security.

OSOS has specific minimum requirements for computers and connectivity settings. These can be
found at Browser Notes.

Note: The graphics used in this guide are fabricated and not true indicators of an actual customer
record at the time of publication.

Throughout this guide, symbols are used to highlight certain information:

:’; E This symbol identifies important information.
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Training Addl Info Custom Tab

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

PROVIDER EMPLOYER
Customer Search Customer Detail
Malinak, Chris . S5N: QS05 1D: NY010448017

rl—l—ﬁr

Initial Assessment Intensive
|||:| CASAC educational requilTA-Training
O LPM [TA-Training

|_ fizcor [C) |_
I:I_

W
L]zt I Fririe Lzt I Fint Flzeore] }'-udi'!
_Save | Customer Detail | Comp Assess | Comments | Check Labor Market infomation |

< Iy Info | Achievement Objectives | Services | Service History | Enroliments | Outcomes | Comments Autli >
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This custom tab is a listing of the L2 services that have been entered for this customer by any staff
person. As with other sections of OSOS, the user may sort the individual columns by clicking the

column headings.

The Training AddlI 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
IMalinak, Chris M. S5H: 0805 ID: NYD10448017

<< < v Info [ Achievement Objectives | Services | Service History | Enrollments | Outcomes | Comments | Audit JUE U LEE TR S>>

| Emerging & Transitional Workers | Disconnected Youth RFPs

Green Component

Service
|Achv. O Senice Pagm Svc Type | =

() Initial Assessment Intensive Sector |
() CASAC educational requilTA-Training
F LPM ITA-Training WIATAAState Specific Training
CrMet Title
MAICS
Training Addl Info
| | | Help |
Save | Customer Detail | Comp Assess | Comments | Check Labor Market Information |

:’.': Please note: Not all programs require data entry for all data fields in this tab.
_ Additional details are in this guide on page 7.
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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.

EMPLOYER

PROVIDER

0S50S ID: NYD10448017

Comp Assess

Customer Search Customer Detail

Malinak, Chris . S5N:

<<] < lyInfo [ Achievement Objectives | Services [ Service History | Enroliments | Outcomes | comments [ Audit JhG i BRI LT > 1>+

Emerging & Transitional Workers [ Disconnected Youth RFPs

Service
| Achy. Chjective Sernice Pgm Svc Type ‘ = reen Compaonent
] Initial AssessmeIntensive Sector |
CASAC educatic|ITA-Training
| VIATAAIState Specific Training
C*Met Title
MAICS

e

Training Addl Info
Record ID | >|

[ |

add | 070 | | Help |

Save | Customer Detaill | Comp Assess | Comments | Check Labor Maret Information |

8/23/2010
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If no Record ID appears when placing a check mark in the box next to the occupational training
service, then click the Add button.

FROVIDER EMPLOY

Customer Detail Comp Ass

Malinak, Chris .

S5H: Q505 ID: NY010448017

W Info | Achievernent Objectives | Services | Service History | Enrollmems | Outcomes | Comments | Audit

I—Iiliﬁl—

Initial Assessmelntensive

. CASAC educatic ITA-Training
| LPN

ITA-Training

I it Uit i Fizenr .#'-udi':

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

NAICS data fields.
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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.

FPROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess

Malinak, Chris M. S5N: OS50S 1D: NYD10448017
[<<[ < lv info [ Achicvement Objectives | Services | Service History | Enrollments | Outcomes | Comments | Audit it LEETUEY > >
Service Emerging & Transitional Workers ! Disconnected Youth RFPs
| Achv. Chjective Senice Pagm Svc Type :-l Green Component
i Initial AssessméIntensive Sectnr| -
O CASAC educatid ITA-Training
ITA-Training WIATAMA State Specific Training
CrMet Title

O*Met Title
NAICS

MNAICS

Training Addl Info
Record ID

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

Save | Customer Detail | Comp Assess | Commerts | Check Labor Market Information |
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Emerging & Transitional Workers / Disconnected Youth RFPs

the training has been linked to a customer being served by either the Emerging &

Completing both the Green Component and the Sector data fields are required when
g-’ L] E
Transitional Worker or the Disconnected Youth RFP contracts.

At the time that this guide was written, June 15, 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.

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 it will lead to a green occupation, then select the “Yes” button. If not, then select the “No” button.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess Senvices
Malinak, Chris . S5N: DSOS ID: NY010448017
[<<[ <y info [Achievement Objectives | Services | Service History | Enroliments | Outcomes | Comments [ Audit JlEEEEILEY > T>>
Service Emerging & Transitional Workers | Disconnected Youth RFPs
| Achy. Chjective Senice Pgm Svc Type :=| Green Component "
F Initial Assessmdintensive Sector IR -
F CASAC educatic [TA-Training ;5‘35
[TA-Training s / =
o™ let Tille
OrMet Title
MAICS
NAICS
Training Addl Info
Recard ID =
|
Add | Delete | Print List | Help | Print Record | Audt |
Save | Customer Detail | Comp Assess | Cu:ummerrts| Check 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 . Sendces |
Malinak, Chris M. S55N: OS05 1D: NYD10448017

<<] < lyinfo [ achievement Objectives | Services [ Service History [Enroliments [Outcomes | comments [ Audit Rt SRS TLEY > >

Service

Emerging & Transitional Workers / Disconnected Youth RFPs
|Achv. Objective Senice Pgm Svc Type }|

Green Component | g "
F Initial Assessmeélntensive
CASAC educatiaITA-Training
ITA-Training Advanced Manufacturing (ETW./DCY)
= |Construction (ETW./DC'Y)
Healthcare (ETW/DCY)
Transportation (ETVW)
Other (ETW/DCY)
NAICS
Training Addl Info
Record 1D =
580
Add | Delete | Print List | Help | Print Record | Audt |
Save | Customer Detail | Comp Assess | Comments | Check Labor Market Information |
= —

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

Click Save.
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A Failure to complete both the Green Component and Sector will result in an
error message.

/=8 0SOS AF Error Message -- Webpage Dialog

DocID: | -1 A 322324654 0-434 581 5-Febbfd 67

AFConpoundError
Missing Green Component

2 0S0S AF Error Message -- Webpage Dialog

Doc ID: | 33c55db2-234Vcan 1-527322 3b-62ba 2562

AFConmpoundError
Mizzing Training Sectors
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WIA/TAA/State Specific Training

The O*Net Title and NAICS should reflect the customer’s occupational goal and industry to which
the training is directed.

contract funded training. The NAICS is optional, but users are encouraged to complete

.:\ The O*Net Title is a required field for all Workforce Investment Act (WIA) and State
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 Detail

Comp Assess

Customer Search

Malinak, Chris . S5N: 0S0S ID: NY010448017
[<<] <l Info | Achievement Objectives | Services | Service History | Enroliments | Outcomes | Comments | Audit JUGEEEEIL SIS 55
Service Emerging & Transitional Workers | Disconnected Youth RFPs

bjective Senice Pgm Svc Type >| Green Component [
Initial Assessme Intensive Sector |
CASAC educatigITA-Training
ITATraining

WIATAAIState Specific Training
O*Met Title

T

MAICS

e

Training Addl Info
Record ID | >|

[ |

Add | | | Help | |

Save | Customer Detaill | Comp Assess | Comments | Check Labor Maret Information |
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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 black as
an indication that the data field has become active.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess . Services |

Malinak, Chris M. S5N: 0S0S5 ID: NY010448017
[<<[ < ly Info [ Achievement Objectives | Services | Service History | Enroliments | Outcomes | Comments | Audit Jile b ie EUE RG> o5

Service

Emerging & Transitional Workers ! Disconnected Youth RFPs

| Achv. Ohjective Senvice Parm Sve Type }l Green Component
Fl Initial Assessme Intensive Sectar | Heafthoars ETVW,/ DO 3
{ LU }
F CASAC educatio ITA-Training .
ITA-Training WIATAA State Specific Training
C*hlet Title
0"Net Title
| K e L]
NAICS
Training Addl Info
Record ID =

520

Add | Delete | Pnt List |

Help | Print Record | Aud |

Save | Customer Detail | Comp Assess | Comments | Check Labar Market Information |
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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.

A Select 0"Net -- Webpage Dialog
Hierarchy Search @a

Customer Search

Current O*Net
Malinak, Chris M. 0"Nal Coda O"Nat Title
ﬁ ﬁﬁ E Hierarchy L“m ﬁ ﬁ
Service — Architecture and Engineering Occupations 2
J Actw. Objective — Arts, Design, Entertainment. Sports, and Media Occupations
-D = Building and Grounds Cleaning and Maintenance Occupations w
— 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
Training Addl Info —:‘Fmd Preparation and Serving Related Occupations
- Healthcare Practitioners and Technical Occupations
580 ! 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

Add I Kewword(s) -=nsed practical nurse|| | Search |

Select | Cancel | Cleat|

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.

Customer Search

Training Addl Info

580

Select O™Met -- Webpage Dialog

Hierarchy Search
Current O"Net

Malinak, Chris M. I | et coda| 23206100 | |0*Net Title | Licensed Practical and Licansed Vocational Nurses
ﬁ ﬁﬁ ﬂl Hierarchy
Service ! Farming, Fishing, and Forestry Occupations
| Actw. objective || | 3 £god preparation and Serving Related Occupations
g = Healthcare Practitioners and Technical Occupations
= = eaun Diaonosing and Treation Reacitioners,

L*_J Health Technologists and Technicians
L Clinical Laboratory Technologists and Technicians
L= Dental Hygienists
L] piagnostic Related Technologists and Technicians

L Health Diagnosing and Treating Practitioner Support Technicians
L Licensed Practical and Licensed Vocational Nurses

I
|
I
: L Emergency Medical Technicians and Paramedics
|
I

censed Fractical and e[S E L L AL AR §

ical Records and Health Information Technicians
" Miscellaneous Health Technologists and Technicians

| L5 Opticians, Dispensing

L1 other Healthcare Practitioners and Technical Occupations

— Healthcare Support Occupations

| — P 4

Keyword(s) Search I

Select | Cancel | Clear |

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 JLGcl

O*Net Information
Code| 25206100

hhﬂmﬁﬂ; Title Licensed Practical and Licensed Vocaticnal Nurses Plililete hh

Service 5
Achv. Objective

Customer Search
Malinak, Chris M.

Description Care for ill, injured, conwvalescent, or disabled
persons in hospitals, nursing homes, clinics, private
homes, group homes, and similar institutions. May work
under the supervisiocn of a registered nurse. Licenszing
required.

Internet T

Resources || America'’s Career Infolet Occupation Profile
0Met Code Connector Report Go

(0*Met OnLine Summary Report

Training Addl Info

|

Select | Cancel | 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 OSOS Keyword search box.
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The selected O*Net Title will populate the text box.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp As

Malinak, Chris M. S35N: 0505 ID: NYD10448017

< | < |y Info | Achievement Objectives | Services | Service History | Enrollments | Outcomes | Comments | Audit

I—liﬁlif o

Initial AssessmegIntensive ] Healthcare (ETW/DCY) li
D CASAC educatio[TA-Training
LPN ITA-Training

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 /2§ NAICS Hierarchy -- Webpage Dialog

Malinak, Chris M. | \aieq Hierarchy

ﬁhm@ CMaonstore Retailers # Pddl Info hﬁ

Service DNunuphnlstered Wood Househald Furniture Manufacturing 5
| Achv. Objective || [T Nonwoven Fabric Mills
O (1 Nenwaoven Fabric Mills
[ [ Muclear Electric Power Generation
[Inursery and Flariculture Production
[ IMursery and Tree Production =
" | Mursery, Garden Center, and Farm Supply Stores
[ Inursery, Garden Center, and Farm Supply Stores
[ Mursing Care Facilities
[ IMursing Care Facilities
Training Addl Info | [rursing Care Facilities
[ Mursing and Residential Care Facilities
580 [ ] office Administrative Services
[] office Administrative Services
[ ] office Administrative Services
[ ] office Equipment Merchant Wholesalers
[ office Equipment Merchant Wholesalers
[ ] office Furniture (except Wa nufacturing
[ ] office Furniture (includi res) Manufacturing W

keywardis) | hospital Search m Clear | Cancel

Add

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.

Customer Search /2 NAICS Hierarchy -- Webpage Dialog
Malinak, Chris M.

MAICS Hierarchy

ﬁﬁm& []General Medical and Surgical Hospitals il info ﬁh

Service [ ] General Medical and Surgical Hospitals 5

| Achv. Objective | [ General Medical and Surgical Hospitals
O [7)ospitls -
[] [ iedical, Dental, and Hospital Equipment and Supplies Merchant Wholesalers
[ I Medical, Dental, and Hospital Equipment and Supplies Merchant Wholesalers
[ | Psychiatric and Substance Abuse Hespitals Az

L] Psychiatric and Substance Abuse Hospitals
[ Psychiatric and Substance Abuse Hospitals
[ 1 Specialty (except Psychiatric and Substance Abuse) Hospitals
[ | Specialty (except Psychiatric and Substance Abuse) Hospitals
Training Addl Info | [] Specialty (except Psychiatric and Substance Abuse) Hospitals

Keyward(s) | hospital Search m Clear | Cancel

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

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

Click Save.

OSOS Quick Guide for Training Addl Info Custom Tab Data Entry 17 8/23/2010




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

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess . Services |
Malinak, Chris M. SSN: OSOS ID: NYD10448017
[<<['< Ty info] [Services | Service History | Enrollments | Outcomes | Comments | Audit JELEEEEETLET S >3]
Service Emerging & Transitional Workers / Disconnected Youth RFPs
| Achv. Ohjective Senvice Pgm Svc Type 3=-| Green Component
O Initial AssessnjE Intensr-p.'e. Sednr| Healthcare (ETW/DCY) 2
F CASAC educatiaITA-Training

ITA-Training WIATAAState Specific Training
O*Met Title | |icensed Practical and Licensed Vocational Mursss

O~Net Title

MAICS | Hospitals

Training Addl Info

Record 1D =
H80

Add | Delete | Prnt List | Help |  Prnt Record | Audt |

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

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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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:

OSOS Help Desk
help.osos@labor.ny.gov
(518) 457-6586

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