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PURPOSE 
The National Work Readiness Credential (NWRC) was developed by surveying numerous 
industries across the United States and addressing the employers’ feedback regarding the lack 
of entry-level skills in potential employees.  The National Work Readiness Council collaborated 
with businesses, unions, Chambers of Commerce, State Workforce Investment Boards, and 
training and education professionals to develop the NWRC as a credential measuring entry level 
skills.  More information about the NWRC is available on the National Work Readiness Council 
website.  

In order for Local Workforce Investment Areas (LWIAs) to satisfy the LWIA Customer Service 
Indicator (CSI) goals (see Technical Advisory 11-13), service providers contracting with an LWIA 
to provide youth(s) with NWRC services (listed in this guide as youth program providers) must 
record the following information in the Services window of OSOS: 

 Youth customers who are taking the NWRC exam (Services tab) 

 Youth customers who have attained the NWRC  (Outcomes tab) 

For case management purposes only, youth program providers can also record if a 
youth is taking NWRC coursework on the Services tab.  This will not count for or 
affect the NWRC Customer Service Indicator and is optional to enter. 

This guide outlines how youth program providers can enter the NWRC information in OSOS.  It 
is intended for users who are familiar with using OSOS and can search for existing customer 
records, create new customer records and add services.  Additional guides on these and other 
topics are available on the OSOS website.  

OSOS DATA ENTRY 
Before adding NWRC information to a record, youth program providers must first follow the 
steps to search for a customer record in OSOS.  If the customer record is not yet in the system, 
a new customer record must be created.  For all new and existing records, the record Status on 
the Gen. Info tab of the Customer Detail window must be set to Active before navigating to the 
Services window to add NWRC data.  

A customer record must be saved in Active status in order to be able to access the 
Services window.  This means that at minimum, all of the required green-dotted 
information in the Customer Detail window (Gen. Info, Add'l Info, Objective, Work 
Hist., Ed/Lic and Skills tabs) must be completed so the record can be saved as Active.   

On the Agency Info tab of the Services window, the appropriate local Workforce Administrative 
Entity (WAE) must be listed as an active agency.  If not, click New Agency, select the WAE from 
the Agency drop-down list and add the Intake Date and Enrollment Date, and save the record.   
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SERVICES TAB 

ADDING A NWRC SERVICE 
In OSOS, the following services are used for the NWRC: 

 NWRC - Taking Exam:   This service records if a customer is taking the NWRC exam 
(required to add for the Customer Service Indicator as outlined in TA 11-13) 

 NWRC - Coursework:  This service records if a customer is taking coursework in 
preparation for the NWRC exam (optional - used for case management only) 

The following example will demonstrate how to add the NWRC - Taking Exam service 
to a customer record.  The process for adding the NWRC - Coursework service is similar, 
except for that you would choose the NWRC - Coursework service instead.  Remember, 
adding the NWRC - Coursework service is optional and is used for case management 
purposes only - it will not affect the NWRC Customer Service Indicator.  The NWRC - 
Taking Exam service must be entered for the NWRC Customer Service Indicator.  

These services are added from the Services tab of the Services window.  Click New Service.  
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This will bring you to the Offering Search window.  Click on the General Info tab.  Select the 
appropriate Workforce Investment Board (WIB) from the WIB drop-down field if it is not 
currently selected.  Then type NWRC in the Provider Name field and click Search.   

 

This will bring up the available NWRC services in the LWIA associated with the selected WIB.  
Select the appropriate NWRC service you wish to add and click the Schedule button.   
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If you select your WIB and enter NWRC in the Provider Name field and you do not 
receive any search results after you click Search, you will need to contact your local area 
Youth Program contact in your LWIA so that the NWRC services associated with your 
WIB are added in OSOS before you can continue entering this information.  For local area 
Youth Program staff with Provider module level permissions, a separate guide on adding 
NWRC Provider locations, services and offerings is available on the OSOS website.  

This will navigate you back to the Services tab of the Services window, and the service you 
added will be selected in the list of services.  For all services in OSOS, the following fields on this 
tab need to be entered in order to save a service to a customer record: 

 Plan. Start Date:  Type the date when the customer is anticipated to start NWRC 
testing in the format of mm/dd/yyyy  

 Plan. End Date:  Type the date when the customer is anticipated to finish NWRC 
testing  

 Actual Start Date:  Type the date the customer starts NWRC testing 

 Program Service Type:  This should be selected as Youth Services in most all cases - 
for all youth customers, an achievement objective must be associated with the 
service from the Achv. Objective field (scroll down in the Detail box to enter) 

 Achv. Objective:  When the Program Service Type field is selected as Youth Services, 
an achievement objective must be selected from this drop-downfield (populated 
from the Achievement Objectives tab of the Services window) 
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All four of the NWRC tests must be completed within 30 days from the date of the first 
test.  A customer is not required to take all four tests at the same time.  If a customer 
does not complete all four tests within 30 days, the scores are deleted and the 
customer will have to re-test.  In addition, if a customer does not pass a test/tests, the 
test can be retaken again as permitted, and additional re-testing charges apply.   

Additionally as a best practice, you can enter a date in the Next Contact Date field to follow up 
with this service (e.g., end or reschedule the service).  Adding a date in the Next Contact Date 
field will send a reminder to your Staff module Inbox.  

You will need to click Save to save the service before you can fund it.   

FUNDING A NWRC SERVICE 
Funding is WIB level and the funding source is specific to the customer.  For most NWRC youth 
customers, the funding source will be WIA Youth Local funds.  Exceptions may occur as a result 
of specific contracts and programs.  For example, data entry for the Disconnected Youth 
program required State level Stimulus Youth Statewide 15% funding. 

To begin funding the service, type $1.00 in the Total Funding field and click Add.   
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This will bring up the Funding - Webpage Dialog pop-up window.  Select the appropriate WIB 
level Funding Source, type $1.00 again in the Obligated Amount field and click OK.  

 

This will return you to the Services tab.  Click OK to save the funding you added to the service.   

If this is the first time the selected funding source has been used to fund a service for 
this customer, a Verification -Webpage Dialog pop-up window containing various 
information from the customer's OSOS record will appear after you save the funding.  
If this is the case, be sure to review the information, ensure that it is correct, and then 
click OK in this window to return to the Services tab.   
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Once the service is completed, the Actual End Date and Completed Successfully fields need to 
be entered to close the service.   

 Actual End Date:  Enter the date when the testing period has ended (may be up to a 
maximum of one year from the Actual Start Date if the customer has had to retake 
tests) 

 Completed Successfully:  Select Yes if the testing period has ended and the 
customer has passed all tests - select No if the testing period has ended and the 
customer has not passed all of the NWRC tests 

After completing these fields, click Save to finish closing the service.  Remember to add a 
detailed comment in the Comments section.  

 

The Actual End Date and Completed Successfully fields should be entered within five 
business days of the service ending.  This will ensure that the information is reported 
accurately for the NWRC Customer Service Indicator.   
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OUTCOMES TAB 

ENTERING THE ATTAINED CREDENTIAL FIELD 
After the NWRC - Taking Exam service has ended, if the customer has successfully taken all the 
NWRC exams and attained the NWRC credential, the outcome can be recorded on the 
Outcomes tab of the Services window.  This can be entered in the Attained Credential field 
under Education & Training. 

If the customer has not successfully attained the NWRC, or the Attained Credential 
field is already populated, do not change or update this field.  Only enter data in this 
field if there is nothing already entered.  Changing this field if it is already populated 
can negatively affect WIA reporting.   

To enter an outcome for the NWRC - Taking Exam service on this tab, select the appropriate 
Common Measures enrollment from the list of enrollments.  This will activate the fields on this 
tab for data entry.   
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Under Education & Training, click on the Attained Credential drop-down field and select No, 
not intended recognized credential.  This should only be selected if this field is not already 
populated.  

For WIA performance purposes, the NWRC is currently not considered an Industry 
Wide Recognized Credential by USDOL.  Therefore, the Attained Credential field 
should be populated with No, not intended recognized credential.  Again, this should 
only be selected if there is nothing already selected in this field.   

 

Click Save to save any changes you have made.   
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ADDL (ADDITIONAL) OUTCOMES TAB 

NATIONAL WORK READINESS CREDENTIAL ATTAINMENT  (REQUIRED) 
If a customer has successfully earned the NWRC, this must be recorded on the Addl Outcomes 
tab of the Services window as outlined in TA 11-13.    

Do not enter information on the Addl Outcomes tab if the NWRC is not successfully 
earned.   

With the appropriate Common Measures enrollment selected in the Outcome section, click on 
Add.   
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This will create and select a new Addl Outcomes Record ID, which will activate the fields on the 
right hand side of the tab.  Scroll down to the National Work Readiness Credential section, 
check the Attained checkbox and enter the date the customer attained the NWRC in the Date 
Attained field.   

 

The National Work Readiness Credential attainment information is required for the 
NWRC Customer Service Indicator.  Be sure to fill out these fields if a customer has 
attained the NWRC.  Also, remember that the NWRC is not an Industry Wide 
Recognized Credential - do not fill out anything in the Industry Wide Recognized 
Occupational Certificate section of this tab for the NWRC.  
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NWRC - WORK SKILLS CURRICULUM DATA (OPTIONAL) 
Also on the Addl Outcomes tab, you can enter information under NWRC - Work Skills 
Curriculum Data in the Pretest Assessment and Official Work Readiness Practice Test fields.  
You may need to scroll down to see all of the fields for these sections (directly above the 
National Work Readiness Credential section). 

The NWRC Pretest Assessment and Official Work Readiness Practice fields are not 
required to be entered for the NWRC Customer Service Indicator.  These fields are 
optional to enter if desired by staff for case management purposes.   

If you choose to fill out one or both of these sections, enter the date of the assessment or test 
in the appropriate Date field, and then choose Pass or Fail from the corresponding drop-down 
fields for Math, Reading, Situational Judgment and Active Listening.   

 

Click Save to save your changes.   
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RESOURCES AND ASSISTANCE 
National Work Readiness Council 

www.workreadiness.com 

Castle Worldwide NWRC Online Test System 
http://www.castleworldwide.com/nwrc/ 

TA 11-13:  New York State Program Year (PY) 2011 Incentive and Sanction Policy for Local 
Workforce Investment Area (LWIA) Performance for the Workforce Investment Act 
(WIA) Title 1B Program and the Wagner-Peyser Act (W-P) Program 
http://www.labor.ny.gov/workforcenypartners/ta/TA11-13.pdf 

Additional program information, OSOS guides, including the National Work Readiness 
Credential Provider Offering OSOS Guide, and other resources can be found at: 
http://labor.ny.gov/workforcenypartners/osos.shtm 

For further assistance, please contact the OSOS Help Desk:         
By phone: (518) 457-6586  
By email: help.osos@labor.ny.gov 
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