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

» tracking job seekers that have submitted a preliminary registration,

» recording jobseeker eligibility,

» identifying the required grant documentation that will be maintained in the
participant file,

» documenting referrals to the hiring agency or business and

» documenting individuals hired.

Reporting will be provided per county.

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

new record. Enter in all pertinent data.

Agency Info Tab

The Agency Info tab shows what area or areas are working with the customer. A
customer must be active in an agency, with an intake date and an enrollment date, in
order for the enroliment data to be entered.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess Senices
Malinak, Wildbill H. SSN: 0S05 ID: NY010444790

<] = [ EIGULCH Achievement Objectives | Services | Service History | Enroliments | Outcomes | Comments mjhh

@Agency | Westchester Bal./Putnam WAE

@|ntake Date | 101872011 Enrallment Date | 10/18/2011

Termination Date |

Termination Reason | =]

Status
—

Agency Status

B | Westchester Bal /Putnam WAE Active

Mew Agency I Delete Agency I

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

If more than one Agency (Local Workforce Investment Area or WAE) is
working with a customer, be sure to inform a supervisor and contact

the other area(s) to coordinate services. Contact information can be
obtained from:

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

> local area security coordinators,

» supervisors, or the

» 0OSOS Central Security office.

If an Agency is listed and the status is Inactive:

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

PROVIDER EMPLOYER STAFF

Customer Search Customer Detail Comp Assess Senvices

Malinak, Wildbill H. SSN: 0S0S ID: NYD10444790

[<e] < LT Achievement Objectives | Services | Service History | Enroliments | Outromes | Comments | Auit | Training Ad| > |>>
@Agency IOlange WAE

@Intake Date | 0512/2011

Enraliment Date | 06/13/2011

Termination Date

Termination Reason | Services No Longer Needed ;I

Status | Inactive

Agen

Status

[ |Crange WAE Inactive

New Agency | Delete Agency I
Save I Customer Detail I Comp Assess I Commerrtsl Check Labor Market Information I
'Staﬂ: Barber, Michael | Office: 0SOS/REOS Central Support Unit | | Security: Delete | 10/19/2011 I
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CUSTOMER DETAIL

Tracking Applications

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

PROVIDER EMPLOYER STAFF
Customer Search Comp Assess Services
Malinak, Wildbill H. 2 Activities - Webpage Dialog Pl 10f1

<z | < [ Gen. Info | Add"l Im} ‘imary Languay > |>>
Renewal (active from

|:| Change to Inactive Stz
[ [Mew Job Seeker - Sta

Save | Siart Match | Seryoss | Comp Assesq] I—ﬁlil_lilil—l—li
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Documenting Eligibility

e To be eligible an applicant must meet one of the three requirements:
1. Dislocated due to the disaster
2. ldentified as a Dislocated Worker
3. Considered Long term unemployed, which is more than 26 continuous
weeks of unemployment
e In the Customer module > Customer Detail Window > Add’l Info tab, press the
Programs Public Assistance button. Enter “Yes” for Dislocated Worker and
date determined to be eligible.

PROVIDER EMFLOYER STAFF

Customer Search stomer Deta Comp Assess Senvices

Malinak, Wildbill H. SSN: 0SO0S ID: NY010444790 10f1
<] < [Gen. info JLSEINL D Obiective |Work Hist. | EdiLic [ Skills | Saved Searches | Activities | comments | Tests [Primary Langua( > |>>|

— ProqLams — Military Service — Customer List Participation——

Programs./Public Assistance Selection I @Senvice Veteran [~ | List Mame |
|mo:!€!mﬂ§—l [T [Malinak Test Listz |~

Lower Living Standard |Yes - I

Income 70% LLSIL (18 w
Local Priarity [ 1,4

@Disability Status | Mat Cisabled .I

@ligrant/ Seasonal Worker © Yes ™ No

Assign To List | Femove | _I
f=) Programs and Public Assistance -- Webpage Dialog x|
Programs & Public Assistance

Programs Date Public Assistance Date I
Wagner—Peyseq Ll | TANF| Ll |
Wlﬁ.—ﬁ.dulq | | TAMNF Exhaustee| | |
WIA - Older‘r’nuth| Ll | GA-General Assistance (Stateﬂ.ncal)| Ll |
WIA—Younger‘r’outh| Ll | RCA-Refugee Cash Assistance| Ll |
Welfare (WiW) Ll S5l-3upplemental Security Income| Ll |
Dislocated Worker[vas - Food Stamps| Ll |
= Unemplo].rmentlnsurance|__| |— $SDI - Social Security Disability Insurance[ <] |

- 589 Unemploymentlnsuraﬂce| _| |
(0] Reemploymenq Ll |
Wocational Rehabilitati0n| Ll |
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Documenting Eligibility (continued)

In the Customer module > Customer Detail window, press the Comment button and
enter a comment identifying how and under which eligibility criteria the customer was
determined eligible.

PROVIDER EMPLOYER

Customer Search stomer Deta Comp Assess Services

Malinak, Wildbill H. SSN: 0S50S ID: NY010444790 10f1
[<c] < Gen. info JGEEIN ) Objective | Work Hist. | EdiLic | Skills | Saved Searches | Activities | Comments | Tests | Primary Languaf > |>>|
— Programs — Military Service — Customer List Participation—
Programs/Public Assistance Selection I @3Senice Veteran [~ | List Name
Income Status ™ |malinak Test List2 =

Lower Living Standard |Yes vl

Income 70% LLSIL [r/2 -

Local Priorit}f| MAA vl
@Disahility Status | Mat Disabled vI

@Migrant/ Seasonal Worker © Yes ™ No

Assign To List I Remove I
— Employment Preferences — Shift Preference — Selective Service
Work Week| Ful Time =] Work Any Shit ™ Yes ¢ No Selective Service? I

Duration | Regular =] W First shift

Salary| < 20.00 ¥ Second Shift
¥ Third Shift
Pay Unit Daly =l W split Shift

Date Availakble | 05/07/2005 = Rotating Shift

§ﬁve| Start Match | Services I Comp ﬁssessl .H.di\r'rtyl |4 Hefenalsl Correspondl I‘u"Hl Betum to Srch - Tag | Hesumel Schedulel

lsnﬁ Barber, Michael | office: 0S0S/REDS Central Support Unit | | Security: Delete | 10/19/2011 '

) comment -- Webpage Dialog |

Comments

| =

| e e by

avel Spell Check | Eancell

nce you have entered the comment “Save” the comment and “Save” the record.
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Documenting Eligibility (continued)

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

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

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess Services
Malinak, Wildbill H. P Activities — Webpage Dialog x| 1 of 1
(21 3 (Gon-infn, T cininies [Primary Languay > >>)
— Customer Data—— fage—7
I_lj ry
aSSNl L Dl —I Lating
eUsername | malir |_.j R ic or Lating
sLast Mame [7air I_g Db ed
Date of Birth[ 10,7 I_ Sl
eiddress[121 — | Elevate America Bmerican Indian
| - Initial Assessment Outcome
aCity'E e can American
| ™ Eliai : : r Pacific Islander
@7ip Code| 1012 — | Eligible for NEG Financial Grant
CGUHtI‘s‘l Unite | (R Enrolled in MEG Financial Grant ed
Phonelz12. | |—I7ﬁ'ﬁ'é"ﬁ'i'éé&ié?"ﬁi’g"'i"t’ii’é 5
Email | wildt | — MEG Disaster Irene/Les = vléllploymen
@l).8. Citizen v — isaster Referra loma hd
.8, Citi Il | l MNEG Disaster Referral D
-7 othe
— Customer Assignm 5 -
— Btive School -
Staff Assigned Defhn | | ::‘:f"::t | =l
i A55|gned|:New = Activity Date | 10./-21/2011 LI
Agency:New ferences 1
Office| Strive RR Event# =l W Fax
u]l Claimantl ] i
Keywurd(s)l Search | ﬁl Cancel | W Email

§a\te| Start Match I Services I Comp ﬂssessl Au:'tiv'm.:l LA. Refemals | Comespond I IVHl RBetum to Srch I Comments | Tag I Hesumel Schedulel

Verify the Activity Date is correct and hit the “Ok” button. Then “Save” the record.
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Documenting Referrals to Hiring Agency/Business

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

PROVIDER EMPLOYER STAFF HELP

Customer Search Customer Detail Comp Assess Services
Malinak, Wildbill H. g Activities — Webpage Dialog x| 1of1
(2164 500050 (555 g Frimary Tanotat > 1o
— Customer Data—— fage—
=77 -
oSSNl L =20l —I Latino
@Username | malir |_|:| fie TR i or Lating
@ ast Name | Malir |_I:I 589 SPU ed
Date of Birth[ 10,1 |_|:| Lol
0Addre55|131: ——' Elevate America “merican Indian
. L nitial Assessment Outcome
: I can American
OCIWINBL\' | —Ines r Pacific Islander
@7ip ngel 1012 L - Eligikle for NEG Financial Grant
Countr].fl Unite [ — I™ Enrolled in NEG Financial Grant ed
Phone|212- | — ™ NEG Disaster Eligible "
Email[wz | | ——T NEG Disaster IrenefLee | [
@l.5. Citizen W | — Iy HEG Dizasier Referral ploma Ll
- -7 othe} services !
Custom.er Assignm 3 REA = p— Ll
Staff Assigned| DeSh -
|7 peal 1 ifalinae _I Status
WIB Assigned| New® vy
|: Activity Date I 107212011 LI
Agency| New ER Event = = Merences ;
Office | Stive vent#| hd ¥ Fax
L Claimantl w i
Keyword(s)l Search | DKl Cancel | W Email

§ave| Start Matchl Services I Comp ﬂssessl Activity | |.A. F{f,fenalsl Correspondl I‘u’F{l Betum to Srch I Cornmerrtsl Tag I F{esumel Schedulel

|Stafr Barber, Michael | office: 0S0S/REOS Central Support Unit | | Security: Delete | 10/21/2011 '

Verify the Activity Date is correct and press the “Ok” button. Remember to “Save” the
record.

Please note:
1. Record this Activity only when the customer is determined eligible and referred
as a potential hire to the hiring agency/business.
2. The three L1 State Specific Activities (NEG Disaster Irene/Lee, NEG Disaster
Eligible, and NEG Disaster Referral) will be used for reporting purposes only.
These activities will not create or extend any program enrollment.
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PROVIDER MODULE

Setting up the Provider Location

The Provider has been entered for you. The Provider Name is different for each county
and is listed as “NEG Disaster — (County Name)”

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

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

CUSTOMER EMPLOYER STAFF

Provider Search ovider Deta Offering Search Offering Detail
NEG Disaster - Broome County 1D: 70834 1 of1
G LU Contact info [ Services | [Comments|
— Provider Info — Locations
Provider Status [Active =] sLocation Name [DO NOT USE
Federal D FEINO[— @Street Address (line ) [Type employers info here
state D ENG[ Strest Address (line2) |
Organization Type | @ City | Binghamton
@Provider Name | NEG Disaster - Broome County @State | New York
Pravider Phone | Ext| oZip Code 13805
Provider URL | Location Suffix |
Provider Email | @WIB | Broome, Tioga Courties
o Location |
Billing Address
@Strest Address (line1) [Broome-Tioga Wartorce New Toi [T [DO NOT USE =
Street Address (Iine2}| 171 Frort Street
OCitl.fl Binghamton
@3tate [ New York

@Zip Code IW =
Newloestion | | Delete Loeation | EopyAddiess || Shiow, Dele‘.esl

Save | Prirt I Betum ta Searchl Cornmentsl

'StafﬁRotman, Neil | office: Nvag99 | Unsaved Changes | Security: Delete | 10/28/2011 '
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Setting up the Provider Location (Continued)

The single service listed for the NEG Disaster — Irene/Lee Provider is named “Disaster
Relief Temporary Job - Irene/Lee”.

"CUSTOMER EMPLOYER STAFF
Pravider Search Offering Search Offering Detail
NEG Disaster - Broome County 1D: 70834 1 of 1
[General Info | Contact info |yt Ll Service Performance | Comments |
— Service Detail
@3envice Categol‘y‘l Disaster Relief Assistance |
@3envice Type | Digaster Relief Temporary Job | Senvice
@Service Mame | Disaster Relisf Temporary Job-lrene @\\I4 Eligible Status [ Approved
Description | Disaster Relief Temporary Job - Irene/Lee
Service ID [ 32362 | Training CreditHours [
Total Service Length: Weeks | Days | Hours |
O*Met Title | | | e
CIP Code | |G
Categary | Senvice Type | Senvice Name | Description |
||_ |Disaster Relief .-'l.seiDisaster Relief Temporary Job |Disaster Relief Temp-:nrar-,-'J-:nh—lrlDisaster Relief Temporary Job - Irene.-'LeIﬂ
[
New Senvice || [Elete Service I Bfint Semvice I Eew Bfienng I Stiew D-‘;!-s‘-.-‘:sl
Save I Prirt I Betumito Searchl Comments I
Wstaft Rotman, Neil | office: My2299 | [Security Delete | 10:28:2011 |

Documenting Individuals Hired

One provider record will be setup for each of the 5 authorized counties.

Each employer of record within the county will be entered as a Provider Location.
One L2 service will be setup to record the “Job Placement”.

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

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

There is no established end date although the contract is scheduled to end
3/31/2012.

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

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

The Services module is where WIA Level 2 services are manually entered, and where
some Activities are created as functionally aligned services.

The “Disaster Relief Temporary Job” L2 service is entered through the Customer
module > Services window > Services tab by pressing the “New Service” button on the
bottom of the screen.

PROVIDER EMPLOYER STAFF HELP

Customer Search Customer Detail Comp Assess . Sepvices |
lMalinak, Jumper SSM: 0SOS ID: NY010444810 Record Saved

[<<] < [Agency info [ Achievement Objectives bl Service History [Enroliments [Outcomes | Comments [ Audit [ Training Adf > |>>1
~ Detail ~Funding
Provider Name| Functional Alignment P 2006 REEN e [z e i
Original Obligation| | Total Obligation| £ 0.00 = | | | | |«

Offering CostIS-iT Actual CostI—
Flanned Start Date[05/06/2010  Flanned End Date [05/06/2010
Actual Start Date [05/06/2010  Actual End Date [05/06/2010
Mext Contact Date|— Minimum Huurs'[l—
PrugramSchypelm Completed|—
NumberofWeeksl:l
Min. Prog. Agreed| =}
Achv. Objective Total Funding| | Add | Edr | [peize |
Program | Petition #l

Agen(‘.}rl Department of Labor | e RR Event #I
Office | 0S0S/REQS Cantral Support Uit | __ Office

Achievermnent Chjective Senice |

Assessment Interview, Initial Assessment ﬂ
Initial Assessment

TEST 511

STCR Business Systems, Inc.

o o

[]

Mew Service Elete Senvice I AlthorEation I | EASERIEE Summany I Rayments I Aracking I g Actus Cu:-stl
——

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

|Staﬁ-. Rotman, Meil | office: Nvag9g | | security: Search | 10/28/2011 '
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SERVICES (CONTINUED)

You will be automatically redirected to the Provider Module > Offering Search window.
Staff should click on the General Info tab.

CUSTOMER EMFLOYER STAFF

Prowvider Search Provider Detail ffering Search Offering Detail

Quick Searc m
— Offering ID 1
o1 2
o2
oz
o4
os[ |
os[
o7
osl
oal .

I_l Frovider Mame | Frovider Service Name | Location | Start Date | StartTimel End Date | End Time |
" | | | | | | | =]

OSOS will automatically default to the LWIB that the user has logged into. If the
customer will be placed in a county belonging to a different LWIB, then change the
LWIB or leave blank.

Type “NEG” into the Provider Name and press the”Search” button.

EMPLOYER STAFF

Provider Detail Offering Search Offering Detail

CUSTOMER

Provider Search

[+ [IT0 (1| General Info m

Location |'Start Date Range

wWiB | =l ciy | From | To |

rovider Information
Provider Name | NEG] Senvice Name | Program | =l

Provider Status | Active

Service Type | Service Typel

' Provider Mame | Provider Service Name | Lacatian | Start Date | StartTimel End Date | End Time |

il
35 = Clear Dr:tail_l Dr:lr:tr:l Erint (st I Scl'.r:dulel
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SERVICES (CONTINUED)

The “Search” button will navigate the user to the Offering screen.

CUSTOMER EMPLOYER STAFF

Provider Search Provider Detail Offering Search Offering Detail

1-20f2

@ General Info m

— Location |’ Start Date Range

wig | =l city | Fram | To |

— Provider Information

Provider Mame | NEG Senice Name [ Program | =l

Provider Status | Active

Service Type | Service Type |
| Frovider Mame Frovider Service Mame Location | Start Daf| Start Time| End Date | End Timel
[T |MEG Disaster - Essex County | Disaster Relief Temporary Job-lIreneiLee |Elizabethtoy ﬂ
[T |MEG Disaster - Broome County |Disaster Relief Temporary Job-IreneiLee |Binghamton

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

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

I_l Provider Mame | Provider Service Name | Location |Star1 Datl StartTimel End Date | End Timel
[T |MEG Disaster - Essex County  |Disaster Relief Temporary Job-Irene/Lee |Elizabethtoy =

[l |NEG Disaster - Broome County | Disaster Relief Temporary Job-Ireneil ee |Binghamton|_

IEE 'I §earch| Qearl Detail_l Delete I
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SERVICES (CONTINUED)

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

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

PROVIDER

EMPLOYER

STAFF HELP

Customer Search Customer Detail

Malinak, Jumper S5N:

Comp Assess

0S50S ID: NY010444810

[<<] < [Agency Info | Achievement Objectives |kt ] Service History | Enroliments | Outcomes | Comments | Audit | Training Ad| > |>]

— Detail — Funding

Service Name| Disaster Relief Temporary Job-rene, Lez |»|| |vewl| source | obligated| Actual | obiigz |

Senice Desc. | = | | | |~ ]

Senice ID
Senice T].rpel Digaster Relief Temporary Job |
Provider Mame| NEG Disaster - Broome Courty |
Location Name|
Actual Start Date | 02/28/2011 Actual End Datel =]
Completed Successfullyl ~] Total FUﬂdiﬂgl ﬂlﬂlﬁl
MNext Contact Date | Petition #l

Pragram Service Type I Non-ITA Training VI RR E'M'E'.'I"It#l ll

Part Time Learn.l Distance Learn.l j
Achievement Objective Senvice |
[ Initial Assessment =]
Il TEST 511
o
=
New Service I Delete Service I Authorization I IPA Service Summary I Bayments I Tracking | Efignae Aetial Cost |
Save | Customer Detail I Comp Assess I Comrnerrtsl Check Labor Market Information I
'smﬁ Rotman, Neil | Office: BINGHANMTON - 0900 | | security: Delete | 10/28/2011 '
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Funding

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

a Funding -- Webpage Dialog B3 |

Funding
Level Funding Source Year Remaining |
[ |=tate Adult Statewide 15% | 2009 % 971314.00 ;l
[ |=tate Adult Statewide 15% | 2010 5 7441.50
[ |wie Adult Statewide 15% | 2010 3999900
[ |=tate DHF State Funded 2010 9583.50
[ |=tate MEG ARRA - OJT 2010 50,00
[ wiB MEG ARRA - OJT 2010 3 9931.00
F VWIB MEG Disaster - lrene/l/ 2011 5 510713.00
Chligated Amnuntlsl:: QR Chbligated Percentage 100
EIKl Eancell

If the funded service creates a new enroliment, the Enrollment Verification Webpage
Dialog Box will pop up. Review all the information carefully to ensure all the information

is correct. The customer must be designated as a Dislocated Worker.

2} Verification -

Webpage Dialog

Customer Detail Comp Assess

I Dislocated Woarker | Yes =1 02/21/2011

Displaced Homemaker

Other WIA Programsl ”

—General Information — Migrant
@Education Level | GED =l slligrant/ Seasonal Wir © Yes & No
@School Status | In-school, Post-H.S, ~| | rMilitary Service
SEmplayment Status [Not Employed =l Senvice Veteran W
Ul Claimant | =] & Active Senvice
Profiled |:| Profiled Date |:| ST
— Programs & Public Assistance @Thru '
TAMNF | vII @5envice Dlsabllltyl Not Disabled I
G"‘"I ,”— Campaign Veteran
I__I  Transitioning Veteran
RCA - I a
as| |—_”— " Other Eligible
Food Stamps | :” Veteran Era | Other Vet
SSDI

— Selective Service
Selective Senvice ™

—Work History

Reason for Leaving [ Lack of work

—Income & Disability Status
Lower Living Standard |Yes 'I Income 70% LLSIL [MNAA >
Local Prinrit}fm
@Disability Status [Not Disabled x]

ﬁl Cancel |
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Any OSOS questions, please contact the OSOS Help Desk
and (518) 457-6586 or via email at Help.OSOS@labor.ny.gov.

NEG Disaster OSOS Desk Guide 16 10/28/2011




	Agency Info Tab

