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BACKGROUND INFORMATION 
 
This desk guide will cover the recording of activities associated with the NEG Disaster grant for 
Hurricane Sandy.  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 organized per county. 

 

FAST FACTS 
 

The 13 eligible counties include: 

 New York    

 Bronx 

 Kings 

 Queens 

 Richmond 

 Nassau 

 Suffolk 

 Rockland  

 Westchester 

 Orange 

 Putnam 

 Ulster 

 Sullivan 

The NEG Disaster Hurricane Sandy grant is active from 10/30/2012 through 9/30/2013.   

The provider name is NEG Disaster Sandy – (County Name). 

A “placeholder” Provider location has been data entered that must be deleted or replaced with 
the name of an employer that hires a referred job seeker.   

You will need to create each offering for the first employer that hires a referred job seeker. 

The Program Service Type is Intensive.  DEV requirements must be met for an intensive 
service.  No IEP will be required. 

Funding for eligible services is entitled NEG Disaster – Sandy.   
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DATA ENTRY DETAILS 
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.  

PROVIDER MODULE 

SETTING UP THE PROVIDER LOCATION 
 
The Provider has been entered for you.  There is a single Provider Name for each county and is 
listed as “NEG Disaster Sandy – (County Name)”.  The single county provider is to be used by all 
offices that may exist within a county.  Therefore, the Provider address is not relevant and does 
not need to be changed.  DO NOT CREATE ADDITIONAL PROVIDERS. 

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

NOTE:  The Initial Location Name is listed as “Type Employer Name Here” and the City is 

listed as “DO NOT USE-CREATE NEW LOCATION”.  Do not use this location for any placed 
customer.  This “placeholder” location has been entered 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 an employer location to enter for this Provider.   
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SETTING UP THE PROVIDER LOCATION (CONTINUED) 
As employer locations are added, the DO NOT USE - CREATE NEW LOCATION will no longer 
appear: 

  

The single service listed for the NEG Disaster Sandy Provider is named “Disaster Relief 
Temporary Job-Sandy”. 
 

 
 



NEG Disaster Sandy OSOS User Guide 5 11/14/2012 

OFFERING 
 
The Offering may not be created until an actual location is created for the provider.   

Highlighting the Provider Service will allow access to the New Offering button.  Click the 
button. 

 

 

 

 

 

New Offering button 

Highlight 
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You will automatically navigate to the Offering screen.   

Select the appropriate location for this placement. 

Check the box after Mon. 

Enter the number “1” in the Cost data field.  Do not enter any additional data into this screen. 

Click the Save Single button. 

 

 

Save Single 

1 

Mon. 

Location 
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CUSTOMER DETAIL 
TRACKING APPLICATIONS 
While in any tab of the Customer Detail window of the Customer module, press the Activity 
button at the bottom of the screen.  Record the L1 State Specific Activity “NEG Disaster 
Hurricane Sandy” 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 
enrollment. 
 

 

Customer Detail Window 

Customer Module 

Activity Button 

State Specific Folder 

NEG Folder 
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DOCUMENTING ELIGIBILITY 
 To be eligible an applicant must meet one of the three requirements: 

1. Unemployed due to the Hurricane Sandy disaster 
2. Identified as a Dislocated Worker 
3. Considered Long term unemployed, which is more than 26 continuous 

weeks of unemployment  

 In the Add’l Info tab located within the Customer Detail Window of the 
Customer module, click the Programs Public Assistance button. 
 

 

Where applicable, enter “Yes” and the date that the customer was determined to be eligible as 
a Dislocated Worker.  If the date is unknown, use the date you first made the determination. 
 

Programs/Public Assistance Selection button 

Dislocated Worker Date 
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DOCUMENTING ELIGIBILITY (CONTINUED) 

Within any tab of the Customer Detail window, click the Comment button and enter a 
comment specifying which of the three criteria established the customer’s eligibility. 

 

  

Once you have entered the comment “Save” the comment and then the record by 
clicking the “Save” button in the lower left hand area of the screen. 

Type your eligibility determination in this box. 

Comments button 

You must 
save the 
comments 
in two 
places 
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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 Detail window within the Customer module, 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. 

 

 

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.  

 

 

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 Hurricane Sandy, 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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DOCUMENTING INDIVIDUALS HIRED 
 

 One provider record will be setup for each of the 9 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 “Temporary Job Placement”. 

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

 The starting date may not be before 10/30/2012.   

 There is no established end date although the contract is scheduled to end 
9/30/2013. 

 Service will be funded with “NEG Disaster - Sandy” 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 Sandy position during the reporting period. 

 

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 
enrollment data to be entered.    

 

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 

 OSOS Central Security office. 
 

http://www.labor.state.ny.us/workforcenypartners/osview.asp
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The Agency may be inactive.  The Termination Date and Termination Reason should be 
entered into the Agency Info tab and this indicates that the area is no longer working with the 
customer.  If an Agency is no longer providing service to the customer, then terminate that 
agency.  If the customer is not active with the Agency that will provide NEG Disaster Sandy 
services, then add or activate that Agency. 
 

 

Once the Agency Info tab is complete and has been 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.   

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. 
  

 

New Service 

Inactive Status 
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SERVICES (CONTINUED) 
 
You will be automatically redirected to the Provider Module > Offering Search window.  Select 
the General Info tab. 
 

 

 
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 Disaster Sandy” into the Provider Name and press the”Search” button. 

 

 

 

Offering Search window 

General Info tab 

Search button 
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SERVICES (CONTINUED) 
 
The “Search” button will navigate the user to the Offering screen. 

 

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.  
 

 

 Schedule button 
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SERVICES (CONTINUED) 
 
You will now be redirected back to the Services tab of the customer record.  The Service Name, 
Service Type, and Provider Name will all be automatically populated from the Provider, Service, 
and Offering you had selected.   
 
In order to save the service, you will need to enter in the Planned Start Date, Actual Start Date, 
Planned End Date and Program Service Type, and then save the record. 
 
The Program Service Type is “Intensive”.  Data Element validation (DEV) requirements apply. 
 
USDOL has confirmed that an Individual Employment Plan (IEP) is not required for NEG Disaster 
workers. 
 

 
 
Save the record. 

 
 
 
 

Save 
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FUNDING 
 
Funding is only available to users that login to a Local WIB and to a customer that is active with 
an Agency containing one of the eligible counties.  The Funding will be available throughout the 
grant period and extended 31 days until 10/31/2013 to complete delayed data entry. 

Enter the number “1” in the Total Cost data field and click the add button. 

 

Select the WIB Level NEG Disaster – Sandy Funding Source and enter the number “1” in the 
Obligated Amount data field.  Click “OK”. 
 

 
 
The record must still be saved by clicking the Save button at the bottom of the screen.

Add button 

Enter “1” 

OK button 

NEG Disaster – Sandy funding 
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If the funded service creates a new enrollment, the Enrollment Verification Webpage Dialog 
Box will pop up.  Review all the information carefully to ensure all the information is correct.  If 
eligible, be sure to designate the customer as a Dislocated Worker.   
 

 

 
 
When the information is accurate in the verification page, click the OK button. 

You may then click the gray Customer Detail button to refresh the record.  Click the gray 
Services button to return to the Service window.  If you view the service, you will see more 
information, such as the Location Name has been automatically populated. 

 

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.  Remember to enter the Actual End Date, when appropriate, to close the 
service. 

OK 

Dislocated Worker Date 
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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.   
 


