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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:

o tracking job seekers that have submitted a preliminary registration,

o recording jobseeker eligibility,

e identifying the required grant documentation that will be maintained in the

participant file,
e documenting referrals to the hiring agency or business and
e documenting individuals hired.

Reporting will be organized per county.

FAST FACTS

The 13 eligible counties include:

e New York

e 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. Enterin
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.

STAFF

CUSTOMER EMPLOYER

Provider Search Offering Search Offering Detail
NEG Disaster Sandy - Westchester 10: 75508 1 of 1
Generalinfo) (FEFEN (RN [Comments|
— Provider Info — Locations
Frovider Status Im @lLocation Mame IT‘,'pe Employer Name Hers
FederalID (FEING[— @Street Address (line 1) [}00000000CC0CC00CN
state D EING[ Street Address (line2) |
Organization Type | =l @City [ DO NOT USE - CREATE NEW L¢
@Provider Name | NEG Disaster Sandy - Westchaste @5tate [New York
Provider Phone | Ext| ozip code[10605
Frovider URL | Location Suffix |
Provider Email | @WIB | Putnam/Westchester Bal.
e | Lacation |
ing Address
eStreet Address (line ) [ Westchester Ore Stop Employmer [T [Type Employer Name Here =
Street Address (Iir‘leZ)I 120 Bloomingdale Road
@ City | White Plains
@State | New York =l
@Zip Code W =
MNew Location || [elete [ocation || Copy Address ||| Show Deletes |
Save | Pririt | Betum to Search | Comments
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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:

STAFF
Offering Detail

EMPLOYER
Offering Search

CUSTOMER

Provider Search

NEG Disaster Sandy - Westchester 1D: 75508 1of1
(il L Contact info | Services [ Service Performance | Comments|
— Provider Info — Locations
Provider Status Im @Location Mame | Widgets and Stuff
FederalID (FEIN [ @Strect Address (line1) |28 Bloomingdals Road
state D €M Street Address (line2) |
Organization Type | =l @City | White Plains
@Provider Mame | NEG Disaster Sandy - Westchasts @5tate | New York
Provider Phone | Ext| oZip Code[10605
Provider URL | Location Suffix |
Provider Email | @B | Putnam.Westchester Bal.
L Location |
Billing Address
@Strest Address (line1) [ Westchester One Stop Emplaymer [T | Widgets and Stuf -
Street Address (line2) [120 Boomingaalz Aoad L] |Oliver Com Twists
@City | White Plains
@State | New York =l
@Zip Code IW =]
New Location I el ete lloeation I opy iddress I Show IElEtes I

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

EMPLOYER STAFF

CUSTOMER

Provider Search Offering Search Offering Detail

NEG Disaster Sandy - Westchester ID: 75508 1 of 1

(FEIENED Services
— Service Detail
@Sernvice Categorﬂ Disaster Relief Assistance |
@Service Type | Digaster Relief Temporany Job | Service I
@Senice Mame [ Disaster Relisf Temporany Job-Sanc @\\14 Eligible Status [ Not approved
Description | Disaster Relief Temporary Job - Humicane Sandy

Senice ID| 103313 | Training Credit Hours | Frogiems_|

Total Service Lengm:Week5| Da].rsl Hoursl
O*Met Title [ | |[@ et Tites |
CIP Code| |FEiFcad: |
| Category | Service Type | Service Name | Description |
||_ |Disaster ReliefAsiDisaster Relief Temporary Job |Disaster Felief Tempnrarfan—EIDisaster Relief Temporary Job - Hurricar‘ﬂ
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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.

CUSTOMER EMPLOYER STAFF

Offering Detail

Provider Search Offering Search

NEG Disaster Sandy - Westchester County 1D: 77752 10of1
bt Service Performance | Comments |
— Service Detail
@5emnice Categorﬂ Disaster Relief Assistance |
@Semvice Type | Disaster Relief Temporary Job | Service I
@Senvice Name | Disaster Relisf Temporary Job-Sanc @\ Eligible Status | Not approved =l
Description I Disaster Relief Temporary Job - Humicane Sandy
Senvice ID | 100939 | Training Credit Hours [ Programs_ |
Total Service Length: Weeks | Days | Hours |
O*Met Title | | | O"Net Tiles |
CIP Code| | clpcode |

N

Highlight

Category

Senvice Type Senvice Name Description

‘T |Disaster Relief Asg Disaster Relief Temporary Job Disaster Relief Tem { Job - Hurricaniis

[

New Service | [Delete Service | Print Service | New Oﬁeﬁngd‘ew Offering button I

Save I Print | Betum to Searchl Comrnerrtsl
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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.

CUSTOMER EMPLOYER

Provider Search Provider Detail

Offering Search
Disaster Relief Temporary Job-Sandy Offering 1D: 108394 1o0f1

|
— Provider Info
Provider Name| NEG Disaster Sandy - Westchester Courty |

Service Category| Disaster Relief Assistance |
Senvice Type | Disaster Relief Temporary Job |

Senice Descr‘iptionl Disaster Relief Temporary Job - Humicane Sandy |

Location — Schedule
I Location Location | Oiiver Com Twists =] Start Date| End Date|

A.ddress| 58 Bloomingdale Road Start Time End Timel

|

| | sun. I~ ton. ¥ m ™ Thu. T Fri [ osat T
City[ White Plains | state | Mew Yark |
|

Zip| 10805 | wiB| Putnam/Westchester Eal.

— Additional Info
Cost|s1.00 1 Total Seatsl Available Seatsl
Description ‘ ﬂ

Save Single Save Singls Save Ongoing | Provider Services | Retum to Search

NEG Disaster Sandy OSOS User Guide 6 11/14/2012




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 Module

_ EMPLOYER STAFF HELP
Customer Detail Window fomer Detail | Comp Assess Services JobZone

Malinak, Wildbi g Activities -- Webpage Dialog
(2 4 Gt (I (A Rotnates
 Customer Data L1 state Specific State Specific Folder I 4l
#55N| NA 2 @status | | T
sUsername | malinak 1775 *F2 | | o990 one —
®Last Name | Malinak Firs | | 599 SPU
Date of Birth| 10/13/1381 | @Gender I Male N DWAC
Oﬁ.ddre55| 1313 Mockingbird Lane 5 EUC Reemploy
- I L] Green Jobs Green New York
2 City| New York cty
WI —— R ] Initial Assessment Outcome
County| Mew York L o
Fhone | 212-555-12 1 —pyr = .
=] ETET————— L Eligible for NEG Financial Grant
= IM — — I Enrolled in NEG Financial Grant

@l 5. Citizen ¥

|

| |— I NEG Disaster Eligible
JZICZ Manager [~ |

|

|

|— ¥ NEG Disaster Hurricane Sandy
MEG DisasterIrene/Lee

. . - — - . LI

ity Date | 11/08/2012

RR Event# | =l

Keywurd(s)l Search | ﬁl Cancel |

= T T T 1|

— Customer Assignment
Staff Assigned| Rotman, Nei

WIB Assigned| Putram/Westchester Bal.
Agency| Westchester Bal./Putnam WAE
Oﬁ‘lcel Westchester One Stop Employment (
Ul Claimant| Seek (Subject to Work Search) /L

Activity Button

Save | Start Ma Activity | 1.A. Refemals I Comespond I I‘u’F{| Bet to Srch I Comments I Tag | F{esumel Sched I Message I
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DOCUMENTING ELIGIBILITY

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

PROVIDER EMPLOYER STAFF

Customer Search Customer Detail Comp Assess Services
Malinak, Wildbill H. SSH: 0S0S ID: NY010444790 10f1

<< < [Gen. info JELSHL LY Objective [Wori Hist. | EdLic [ Sicils | Saved Searches | Activities | Comments | Tests | Primary Languai > >3]

— Programs itary Service 7 [ Customer List Participation——;
Erograms/Fublic Assistance Selection Programs/Public Assistance Selection button List Name |_|
= T | -

Income Status ~ [Malinak Test List2

Lower Living Standardm

Income 70% LLSILm

Local F'rioritvm
@Disability Statusm

@lMigrant/ Seasonal Worker ¢ Yes ©* Mo

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.

g Programs and Public Azsistance - Webpage Dialog

Programs & Public Assistance

Programs Date Public Assistance Date I
Wagner—Peyseq =] | TANF]Yes;[ |
WIA—AduIt' LI | TANF Exhaustee' LI |
WIA—OIderYUuth| Ll | GA-General Assistance (StateILocaI}| Ll |
WIA—YoungerYouth| Ll | RCA-Refugee Cash Assistance| Ll |
Welfare D.“.ft’.".f}| Ll | SE-2upplemental Seu:uritvlncome| Ll |
I Dislocated Worker Date Dislocated Worker|[ves =] [11/01/2012 Food Stamps|yes ~| |
L nemploymentlnsurance| Ll | 3501 - Social Security Disabilitylnsurance| Ll |

Ul - 599 Unemployment Insurance|

I'u'Iedicaidl =] |

Home Relief| ;| |

(0] Reemploymenq

Wocational Rehabilitati0n|

Veterans Workforce Investment|
AdultEducation|

NAFTA—TM|

Trade Adjustment Assistance (TM}|
Rapid Response|

TAMNF E&T|

Food Stamps E &T|

Job Corp5|

Mative American|

Older Americans Title \f|

i el
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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.

EMPLOYER

PROVIDER

Customer Search stomer Deta Comp Assess Services

Malinak, Wildbill H. SSH: 0SOS I1D: NY010444790 10f1
[<<] < TGen. info JLEEINL S Objective [Work Hist. | EdiLic | Skills [ Saved Searches [ Activities | Comments | Tests [ Primary Langua( > |>>|
— Programs — Military Service — Customer List Participation—

Programs./Public Assistance Selection @Senvice Veteran [ | List Mame |

Income Status ™ [malinak Test List2

Lower Living Standard |Yes vl

Income 70% LLSIL [r4

Local Prioril].f| MAA vl
@Disahility Status | Mot Dizahled vl

@ligrant/ Seasonal Warker © Yes & No

Assign To List I Hemove I
—Employment Preferences — Shift Preference — Selective Service
Work Week| Ful Time =l Work Any Shit & Yes " No Selective Service?

Duration | Regular =] ¥ First Shift

Salary[s 20.00 ﬁ Second Shift
W Third Shift

Pay Unit| Daily -

: |,= —— =l W Split Shift

Date Available | 05/07/2009 ¥ Rotating Shif

Save | Start Match I Senvices I Comp ﬁssessl Activity I |.A. Refemals I Comespond I I‘u"Hl Betum to Srch I Comments Comments button

g Comment -- Webpage Dialog | x| |

Comments

=

Type your eligibility determination in this box.

You must
save the
comments
in two
places =l

PSaveI Spell Check | Eancell

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.
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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.

HELP

Customer Search Customer Detail Comp Assess ' JobZone
Malinak, Wildbill H. 18] Activities - Webpage Dialog

£ £ Gen. into [Objective [ Work istilaiusss
— Customer Data - gyuc Reemploy L
-lSSNl A ¥ estatus | I I Green Jobs Green New York
wUsername | malnak 1775 @Pa

L] Initial Assessment Outcome

@ ast Name | Malinsk SFirs

Date of Birin[ 10/12/1381  @Gender [ 11zl | |1 Giigible for NEG Financial Grant
@Address | 1313 Mockingbird Lans | — ™ Enrolled in MEG Financial Grant
[ | & Ne Disaster Eligible
- ]
CIE‘I Mew Yark esta | I MNEG Disaster Hurricane Sandy
County| Mew York =l Cnuntl'yl_'- (R MEG Disaster Irene/Lee
Phone | 212-555-1234 | Ext. | E [ — MEG Disaster Referral
Ermail | wildbillhickock &jam.com i
@l 3 Citizen W |- 2 other Services -

JZICZ Manager ™ |- REA Grant
) REALLifelines
— Customer Assignment | e con e Ll
Staﬁﬁssigned| Ratman, Meil Activity Date | 11./08/2012
WIB Assigned| Putnam/ Westchester Bal. RR Event# | =]
Agency| Westchester Bal./Putnam WAE
Ofﬁcel Westchester One Stop Employment ( Kewgrd(g)l Search | DKl Cancel |

(8] Claimant| Seek (Subject to Work Search)

Save I Start Match I Seniicesl Comp ﬁssessl Activity | |.A. Refemals I Comespond I IVR | Bet to Srch I Comments I Tag | Resumel Sched I Message I

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 HELP

Customer Detail

EMPLOYER STAFF

JobZone

Customer Search Comp Assess Services

Malinak, Wildbill H. & Activities -- Webpage Dialog
(i i Gensinte [Objective [Work Histllad iy
— Customer Data ‘=~ EUC Reemploy =]
QSSNI— Mis W @Status l—‘:‘GreenJobs Green Hew York
aUsername|maIinak1?F5 @Pa l—‘:‘ Initial Assessment Outcome
@Last Name [ Maiinak efirs | —INEG

— [ Eligible for MEG Financial Grant

GGenderlMaIe

Date af Birth | 10/12/1321

|
0Address| 1313 Mockingbird Lane 1 I™ Enrelled in NEG Financial Grant
| | I NeG Disaster Eigible
0Cih’| MNew York @Sta | — ™ NEG Disaster Hurricane Sandy
Countﬂ Mew York Ll Cguntn{l_L | R ™ MEG Disaster Irene/Lee
Phone | 212-555-1234 | Ext | Alt &2 | | % nes Disaster Referal
Email [widbillvickock @jam com L7 ny Yuth Works
#U.S. Citizen - othe} services |
JZICZ Manager T - Rea
|- ReALLifelines
— Customer Assignment '~ Return to work JwicB =
Staff Assigned | Rotman, Nel Activity Date [ 11,08,2012
WIB Assigned | Putnam/Westchester Bal. RR Event#] =
Agency| Westchester Bal./Putnam WAE
omu:el Westchester One Stop Employment ( Keywurd(s)l Search | ﬁl Cancel |

(8] Claimantl Seek [Subject to Work Search)

— T T TTOTT T

Save | Start Match | Sen_ficesl Comp ﬁssessl Activity | |.A. Refemals | Comespond | I‘u"Hl Ret to Srch | Comments | Tag | F{esumel Sched | Message |

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

e 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.

e 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.

PROVIDER EMPLOYER HELP
Customer Search Customer Detail Comp Assess . Senvices JobZone
Malinak, Wildbill H. SSN: Q505 1D: NY010444790

(<[ < BT Gl Achicvement Objectives | Services [ Service History [ Enroliments | Outcomes | Comments [ Audit [ Training Adf > |>>]

@hgency | Westchester Bal./Putnam WAE

@Intake Date | 110172012 Enrollment Date | 110172012

Termination Date I—
Termination Reasaon |
Status
Agency Status |
[T |Mew York City WAE Active ﬂ
[ |Westchester Bal /Putnam WAE Active

customer, be sure to inform a supervisor and contact the other area(s) to coordinate services.
Contact information can be obtained from:
e the One-Stop Career Center location list found at
http://www.labor.state.ny.us/workforcenypartners/osview.asp,
e |ocal area Security Coordinators,
e supervisors, or the
e 0SOS Central Security office.

Q If more than one Agency (Local Workforce Investment Area or WAE) is working with a
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http://www.labor.state.ny.us/workforcenypartners/osview.asp

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.

[<<] < |3ELL T Achievement Objectives | Services | Service History | Enroliments | Outcomes | Comments | Audit | Training Ad| > >

@Agency |Orangs WAE

@|ntake Date | 06/13/2011 Enroliment Date | 06/13/2011

Termination Date | 07/12/2011

Termination Reason IServices Mo Longer Needed ;I

Status
I——
Inactive Status

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.

Status

[ |Orange WAE Inactive

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 HELP

Customer Search Customer Detail Comp Assess . Services | JobZone

Malinak, Wildbill H. SSM: 0S05 ID: NYD10444790
[<<] < | Agency Info | Achievement Objectives Jiiybas ] Service History | Enroliments | Outcomes | Comments | Audit | Training Ad| > >
— Detail —Funding
Senice Name| |; | evel | SOLUTCE | OIJIigatedl Actinal | @hlig & |
Senvice Desc. | I |[= | | | | | |«
Seniceld| |
Senice T].rpe| |

ProwderName| |

Location Name| |

Providerio| | Offeringid] |
Plan. Start Datel Flan. End Datel

Actual StartDate[  AcwalEndDate| |
Completed Successfull].rl— Total Fundingl— —_ddlﬂlﬁl
NextContactDate| Petition #]
Frogram Service T].rpel— RR Evem#|
Part Time Learn.l— Distance Learn.l—ﬂ
Achievement Ohjective | Senvice |

BMEation I IR SERice SUmmzry I ReymEnts \reckinG I CHEngEACtiE] Cc.e-‘.l

New Service
Save I Customer Detail I Comp Assess I Cornmerﬂsl Check Labor Market Information I
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SERVICES (CONTINUED)

You will be automatically redirected to the Provider Module > Offering Search window. Select
the General Info tab.

CUSTOMER EMFLOYER

Provider Search Provider Detail ffering Search Offering Search window

Quick Search [« EEIL General Info tab I

o4
os[ |
os[
o7
os[
el .

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

0SO0S 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.

CUSTOMER EMPLOYER STAFF

Provider Search Provider Detail Offering Search Offering Detail

[ 1 1) General Info m

Location |'Starl Date Range

WIB | PutnamWestchester Bal. =] Gity | From | To |

a

rovider Information

Provider Mame | NEG Disaster Sandy Senvice Mame | Program | =]

Provider Status | Active

Semice Type | Service Type |

' Provider Mame | Provider Service Mame | Location | Start Date | StartTimel End Date | End Time |

Il

100§

Schedule |
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SERVICES (CONTINUED)

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

Provider Search

CUSTOMER

[+ [0 gt 1| General Info m

Provider Detail

EMPLOYER

— Location

wig |

=

City |

I—Start Date Range

STAFF
Offering Detail

1-90f9

From |

To |

— Provider Information

Provider Name | NEG Disaster Sandy

Provider Status | Active

Senice Name | Program |

—

Service Type |

Service Type I

-

o Provider Mame Provider Service Mame Location | Start Date| Start Time | End Date EndTimel
[ |[MEG Disaster Sandy - Nassau Disaster Relief Tempoarary Job-SaiHempstead

[T |MEG Disaster Sandy - Mew York Disaster Relief Temporary Job-ZanMew York

[T |MEG Disaster Sandy - Suffolk Count|Disaster Relief Temparary Job-Sai Patchogue

[T |MEG Disaster Sandy - Westchester {Disaster Relief Temparary Job-SanWhite Plains

[T |MEG Disaster Sandy - Bronx Disaster Relief Tempoarary Job-Sar Bronx

[T |MEG Disaster Sandy - Westchester { Disaster Relief Temparary Joh-Sar White Plains

[T |MEG Disaster Sandy - Gueens DisasterReliefTempnrarfJnh -SalFlushing

T b1 Fuimm b ool i mbmimmmmed | Faimmmbm e =P TIPS S, [ =Y SV P

I 100 = lm Clearl et | Deletel Print List | acl.edulel

=

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.

Quick Search e LD m

— Location

WIB |

—

City |

|'Start Date Range

From |

To|

— Provider Information

Provider Mame | NEG Disaster Sandy

Frovider Status | Active

Senvice Name | Program |

=

Semvice Type |

| Service Type I

-

|1:: I Search | Clear | Deta | Delete | Print List | Schedule
NEG Disaster Sandy OSOS User Guide
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Schedule button
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I Frovider Mame Provider Service Name Location | Start Date| Start Time | End Date EndTimel
[] [MEG Disaster Sandy - Massau Dizaster Relief Temporary Joh-SaiHempstead

[T |MEG Disaster Sandy - Mew York Disaster Relief Temporary Job-ZanMew York

- NEG DlsasterSandy Suffalk Count, D|sasterRellefTempnraranh Sa Fatchogue

v : ( White Plains |_

- NEG DlsasterSandy Elronx D|sasterRellefTempnraranh SanBronx

[T |MEG Disaster Sandy - Westchester | Disaster Relief Tempaorary Job-SanWhite Plains

[T |MEG Disaster Sandy - Queens DisasterReliefTempnrarfJnh—Sa Flushing

I lhre Ninaator Dandy Niskooond I Dicantar Mlalinf Tannnorom: Lok v ad Odotamn Lolomd




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.

PROVIDER EMPLOYER

Customer Search Customer Detail . Services

Comp Assess

Malinak, Wildbill H. SSN: 0S50S ID: NY010444790
<[ < [Agency Info [ Achievement Objectives Jbdlai] Service History | Enroliments | Outcomes | Comments | Audit | Training Ad( > |>> |
— Detail ~ Funding
Service Name| Disaster Relisf Tamporary Job-Sandy +|| |vewl| Souce | obligated| Actual | obigz |
Senice Desc. | I | [l | | | | |~
Senvice ID[ 6843450 |

Senvice T],-'pe| Disaster Relief Temporary Job |
Provider Name| NEG Disaster Sandy - Westchester Courty |
Location Name| |

Provider ID| 77752 oOfferingid| | |
Plan. Start Date| 117012012 Plan. End Date| 11./01,/2012
Actual Start Date[11/01/2012 ActualEnd Date] |
Completed Successfullyl :I' Total Fundingl ﬂlﬂlﬁl
Mext Contact Date I Petition #l
Program Service Type I Intensive vl FR Event#l ;l
Part Time Leam.l— Distance Leam.l—j

Achievernent Chjective Service

[]

Mew Service | Delete Service | Authorization | IPA Service Summary | Reyments Tracking | CHange AstEl Cc.e-tl

m Save | Customer Detail | Comp Assess I Commentsl Check Labor Market Information I

Save the record.
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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.

PROVIDER EMPLOYER HELP

Customer Search Customer Detail Comp Assess . Services JobZone
Malinak, Wildbill H. SSN: 0S50S ID: NY010444730
[<<] < [Agency Info | Achievement Objectives | e ] Service History | Enroliments | Outcomes | Comments [ Audit | Training Ad| > |>>
— Detail ~ Funding
Service Name| Disaster Relisf Temporary Job-Sandy =|| |vewel| Souce |obligated| Actual | obigz |
Service Desc. | I | |l | | | | |- ]
Service ID[ 6842450 |

Senvice T].l'pel Disaster Relief Temporary Job |
Provider Name| NEG Disaster Sandy - Westchester County |
Location Name|

|
ProviderID[ 77752 | OffeingD| |

Plan. Start Date | 11/01/2012 Plan. End Date | 11,/01/2012
Actual Start Date[11/01/2012)  Actual End Date] -
Completed Successfull].rl 'I Total Funding |5 1.00 %dd button I
Mext Contact Date | Petition #l
Program Service Typelm RR Event#|

Part Time Leam.l Distance Learn.l j

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

{2 Funding -- Webpage Dialog

Funding
Level Funding Source Year Femaining
[ |wie WA Dislocated Worke) 2012 & 10000.00 ;l
[ (wie Youth Statewide 15% |2010 &9984.00
[ (wie Dislocated Worker Staj2010 9995.00
[ wie Incumbent Worker Stal 2010 & 10000.00
[ |wie Adult Statewide 15%  |2010 &9848.00
(il Adult Statewide 15% & 10000.00

MEG Disaster - Sandy [2012 § 10000.00 Disaster — Sandy funding

Chligated Amount ':1:: OR Ohbligated Fercentage |1::

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

9 VYerification -- Webpage Dialog

‘Customer Detail (&), (/1)
—General Information — Migrant
@Education Level | 12 Grade - no Diploma slligrant/ Seasonal Wir  Yes @ No

—Military Service
@Employment Status | Not Employed Service Veteran W
UI Claimant | Seek (Subisct to Work Ssarch) ® Active Senvice

Profied|  |ProfledDate| | “From

—Programs & Public Assistance @Thru | 12/31/2002

@3chool Status I Inschool, Atemative School

KN { KN { KN (KN

<
03

TANF | =] I @3ernvice Disability I Mot Disabled 'I
cal =l Campaign Veteran [

RCA| L” (o Transitioning Veteran
ssi =] " Other Eligible

FoodStamps |  ~|] Veteran Era | Other Vet
ssol| =] : ;
Dislocated Worker | ves |~ | [11/02/2012 Dislocated Worker Date 'l:tive Senice [
Displaced Homemaker | ]| Work History
Other WIA Programs | Lll |_ Reason for Leaving | Lack of work

~Income & Disability Status
Lower Living Standard IYes vI Incame 70% LLSIL | M2 =

Local Priority | MN/A vI
@Disability Status | Mot Disabled v[

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.

[<<[ < [Agency info [ Achievement Objectives JEiik o] Service History [Enroliments | Outcomes [ Comments [ Audit [ Training Ad{ > >}
— Detail —Funding
Senice Name| Disaster Relisf Temporary Job-Sandy | = | Ljel | Soires | e lliefeice | et | Dbl |
Semnice Desc.l Disaster Relief Temporary Job - Humicane Sandy | ||_ | NIB |TJEE Disaster- 5§ 1.00 0 | Iﬂ
Service ID
Service Typel Dizaster Relisf Temporary Job |
Provider Mame| NEG Disaster Sandy - Westchester Cou
Location Name| Widgsts and Stuff
Provider ID| 77752 Offering ID| 108391 ||
Plan. Start Date[11/01/2012  Plan. End Date[11/01/2012
Actual Start Date[11701/20012  Actual EndDate] -]

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