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PURPOSE
New York State Energy Research and Development Authority (NYSERDA) has selected 14
Community-Based Organizations (CBOs) and coalitions of Community-Based Organizations
across the state to conduct grassroots outreach to encourage energy efficiency improvements
and participation in training opportunities for green jobs with employers. This outreach should
help create green job opportunities for the emerging, unemployed, dislocated jobseekers and
incumbent workers. NYSERDA and NYSDOL will coordinate resources to ensure the success of
Green Jobs Green New York (GJGNY) outreach by tracking the progress of potential trainees
referred to the One-Stop System and to monitor the registration of Home Performance
businesses that register with the One-Stop and participate with a Business Services
Representative. Application to the program will be accepted until May 31, 2012. If One-Stop
staff identifies an employer interested in applying for the program, the employer should be
advised to submit their Intent to Apply via e-mail to PON2033@nyserda.org.

Due diligence for the contractors will then be completed by NYSERDA.

GJGNY includes customized classroom training (CRT) and/or on-the-job training (OJT), as well as
registered apprenticeship programs. Businesses are expected to retain each new hire after the
OJT is completed in ongoing full time employment. $1.8 million is available for OJT programs.
Businesses hiring new workers that need OJT will be eligible to be reimbursed up to 50% of the
newly hired employee’s wages for a period of time appropriate for the employee to become
proficient in the occupation with a maximum duration of 6 months. The maximum award per
employee is $10,000 for OJT and $4,000 for CRT. The maximum award per employer is $50,000
for OJT and $20,000 for CRT.

Once a candidate is selected, a skills gap analysis will be completed and the written OJT plan
developed by the NYSDOL Business Service Representative. The employer submits the
completed application to NYSERDA. If approved, NYSERDA develops and implements the
contract with the employer. NYSDOL monitors the training and conducts follow up.

Employers interested in offering training and employment that do not qualify for the NYSERDA
GJGNY funded program should be considered for other funds available through the One-Stop
Center.
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One-Stop Operating System

OSOS DATA ENTRY
OSOS DATA ENTRY

Matching a trainee to an OJT with an employer requires a sequential data entry process in
0S0s:

The business information must be data entered into OSOS as an employer.

The OJT is entered into OSOS in the form of a job order.

The business providing the OJT must be data entered as a provider in OSOS.

A separate provider service and associated offering must be created for each
occupation offered with each employer through the OJT.

5. The customer record must exist for the job seeker to be referred to the job order
and for the offering to be added as a service in the customer record.

PwnNPE

DATA ENTRY FAST FACTS
o NYSERDA has contracted with CBOs and contractors to refer trainees to the One-
Stop Center requiring data entry of an L1 State Specific Activity. Options include:
o GJGNY - CBO Referral to One-Stop
o GJGNY - Referred to One-Stop by Contractor
e Business Services staff in the One-Stop Centers will create the business and job
seeker records into OSOS.
e Business Services staff in the One-Stop Centers will enter the business and job
seeker activities, job orders and comments into OSOS.
In OSOS, the provider for an OJT is the employer and the facility for CRT.
In OSOS, the location for an OJT and CRT is the WIB funding the OJT.
The Service Category for an OJT and CRT is Training.
The Service Types are On the Job Training (OJT) or Occupational Skills Training.
The Service Name for OJT is NYSERDA — OJT and for CRT is NYSERDA — CRT.
The service Description is the occupational title followed with the letters OJT or CRT,
whichever is appropriate. For example: Electrician Helper — OJT.
The offering Description is Specific Offering for a NYSERDA - OJT (2012) contract.
e Funding is WIB level, WIA dollars equal to $0.00.

EMPLOYER MODULE DATA ENTRY
Business Services staff are responsible for entering the employer information into a new or
existing employer record in OSOS and creating the job order for the OJT.

SEARCHING FOR AN EXISTING EMPLOYER RECORD

Before creating a new employer record in OSOS, you must check if an employer record
already exists for that employer. This prevents duplicate records from being created.

OSOS Guide - NYSERDA GJGNY -3- 3/23/2012



>0

One-Stop Operating System

To see if an employer already exists in OSOS, navigate to the General Info tab in the Employer
Search window of the Employer module. The Status field automatically defaults to Active
employers. To search for both active and inactive employer records, select the blank option in
the Status field dropdown. This will allow you to search for the employer whether that
employer is active or inactive.

CUSTOMER PROVIDER STAFF

ployer Search Employer Detail Job Order Search Job Order Detail

(Quick Search IS UL O Additional Info [ List Search [ Reports | Custom|

Origination| [v|
State EIN FEIN Staff Assigned | | Change
Legal Mame Omce| [v]
City Cgunty| [v] Tax Cla55| [v]
State| [+] Zip Wig v
Countr].r| [V] Status
Phone MAICS RREEvent # e
Ownership b Creatd Date R Archived Thru
Activity Select Activiy | Activitj Date R [ oo Thru
Contact Last Name

To search by name, return to the Quick Search tab of the Employer Search window. Enter the
first few letters of the employer’s name in the Employer Name field and click the Search
button. Because the employer name may be entered different ways, you may need to enter
variations of the name. This will also account for misspellings. For example, a business may be
data entered beginning with the word The such as The Children's Village or without the word
such as Children's Village. It is very important to complete a thorough search to avoid
duplicating the employer record in OSOS.

If multiple employers exist, click the check box next to the appropriate employer and then click
the Detail button. If this is not the appropriate employer then click the Return to Search button
and select another in the list. If your search criteria return a single match, then you will be
directed to the Employer Detail window.

CREATING A NEW EMPLOYER RECORD

Before creating a new employer record in OSOS, you must check if an employer
record already exists for that employer.
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If the business is not found, click the New button and enter the employer information to create

a new employer record.

25 |w §earch| E_]earl :E'E_I Erint Vit | | i :Z'EEZZ'.’I Paejpiie _:'I Sl ::"3:':| ﬂewl
Staff. Jones, Margaret | office: ALBANY | | security: Search |021152012

Once you have selected or created the appropriate employer record, make sure the employer
information is complete, correct and current throughout the General Info, Additional Info, and
the Contact Info tabs.

Once you have selected the appropriate employer; make sure the employer information is
complete, correct and current throughout the General Info, Additional info, and the Contact
Info tabs.

ENTERING AN EMPLOYER ACTIVITY
At any time, the user may enter an activity by clicking the Activity button at the bottom of the

page.

§ave| Activity I New Job | Betum to Searchl Commentsl

Staff. Jones, Margaret | office: ALBANY | |security: Add 0212712012
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Data enter any activity provided to the employer. The business contact person’s name and the
current date will automatically populate the Employer Activity - - Webpage Dialog box. Select
the appropriate activity. The Contact field has a drop down list to change the contact and you
may add comments into the Comments box. Correct the Activity Date, if necessary.

& Employer Activity -- Webpage Dialog
|g, https: /{osostrain. labor.ny.govfempl_detail fempl_activity. html [V] %J
Activities
I =3 0n the Job Training ]
[ — Job Order Entry

| | — 7 Jab Matching 0JT)

| — O Referral (oum)

| l—DComprehensive Skills Gap Analysis

| I—DOn—the—Job Training (OJT) Application
| — [ on-the-Job Training (OJT) Follow-up

| I—DOJTDue Diligence Completed

L] Tax Credits

L] Layoff Aversion (NY-ASSET)

L7 Human Resource Consulting

- 27 Incumbent Worker Training
L other Business Services
] Marketing to Business
J Rural Employment Services

= Contact Doz, ssne ||

Activity Date | 02/27/2012

@Commems

“
Keyword(s) Search OK/| Cancel
https://osostrain. labor.ny.gov fempl_detail fempl_activity,html 9 Internet %

ENTERING A JOB ORDER

The assigned Business Services staff in the One-Stop Center must record the OJT as a
job order in OSOS and a match for participants must be completed.

To enter a job order from the employer record, select the New Job button, located at the
bottom of each tab in the Employer Detail window of the Employer module.

Save | Activity | New Job | Betum to Search | Comments |

Staff: Jones, Margaret | office: ALBANY | |Security: Add  [02/27/2012
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Complete the appropriate information about the job order as usual. Be sure to select G/IGNY
Business as the Category.

CUSTOMER PROVIDER

Employer Search Job Order Search " Job Order Detail |
Glen Acres Nursery Order#: ID: NY009854300 10f0

LS C G Contact Info | Job Detail | Job Description | Comments | Matches | Referrals | Saved Searches | Aud |

Employer Information
Ct]mpan],fl Glen Acres MNurseny

MAICS| 11421 || Hurting and Trapping

|
|
ownership| e | stateEmN| |

Employer Detail

Originationtd| |
Origination| ADS0S - Mediated |
Order Date | 03/12/2012 WIB| Chautauqua Courty |
Status Date| | Agency| Chautaugua WAE ==
@Status m Office | Chautaugqua Works | _Office
eLast Open Date|05/11/2012 Staff Assigned| Rotman, Nel | change |
ﬁ Category| GJGNY Business = VETS Program| |

@0*Net Title [ | | OrMet Titles |

Begin the job description with the following statement: The position is a NYSERDA On-the-Job
Training (OJT) Program to train workers in green jobs.

[General Info | Contact Info | Job Detail |kl ] Comments | Matches | Referrals | Saved Searches | Audit |

@Enter a Job Description:
|Ihe position is a NYSERDA On-the-Job Training (0JI) Program to train workers in green jc]::s.| ﬂ

Complete the remaining data fields, as necessary, to create a complete job order.

PROVIDER MODULE DATA ENTRY

This information must be entered in sequential order: provider, service, and then the offering.
The Business Services staff in the One-Stop Center will enter the business and job seeker
information into OSOS. The Local Associate Employment Service Representative is authorized to
data enter the provider and offering information when the information is not already in OSOS.

The OJT provider is the employer that will provide the OJT. The provider’s location is
the LWIA funding the OJT. Listing the LWIA as the location is necessary for federal
reporting purposes. The CRT provider is the name of the facility that provides the CRT.

The CRT provider does not need to be listed in the ETPL. If the training provider and offering are
eligible for WIA funding, then both should be available in OSOS. If not, the Business Services
Representative will need to enter the training provider and offering into OSOS.
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CREATING THE PROVIDER RECORD
Navigate to the General Info tab found in the Provider Search window of the Provider module.
A search may be customized in numerous ways such as selecting the WIB name from the drop
down list. The search is similar to what was described in the previous Business Data Entry
section. The search automatically defaults to searching for only active providers. Change the

Status to the blank space. This will allow you to search for the provider whether that provider is
active or inactive.

CUSTOMER EMPLOYER STAFF

Provider Search Provider Detail Offering Search Offering Detail

Statud| Active | WiB| v ]
Provider Nam Acive Organization Type | [w]

Citf| Archived Federal Provider 1D (FEIN}

Deleted
Service Categorf| Inactive [+|  State Provider 1D (EIN}
Senice Type Service Type
CIF Code CIP Code

When searching by name, enter the first few letters of the provider in the Provider Name field
and click the Search button. Because the provider name may be entered different ways, you
may need to enter variations of the name. This will also account for misspellings. For example, a
business may be data entered beginning with the word The such as The Children's Village or
without the word such as Children's Village. Be thorough to avoid duplications.

As with the Business Data Entry search on page 4, if multiple provider records exist, then click
the check box next to the appropriate record and click the Detail button. If this is not the
appropriate provider then click the Return to Search button and select another in the list.

If your search criteria return a single match, then you will be directed to the Provider Detail
window.

If the business or training facility is not listed in the Provider module, or the listed provider is
not the one desired, then click the New button and enter the relevant information.

IEE "I gearchl Qearl Detail_l WElEtE SelEation I Prirt List I Commentsl Cc-rrespc—ndl Show Corrtactsl ﬂew@

Complete and update all data fields in the Provider Detail window with the employer or
training facility information.
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For an existing OJT or CRT provider, the listed location(s) will usually include the actual sites
where the provider does business. However, with this program, the WIB funding the OJT should
be listed as the location. If the WIB is not listed, then click on the New Location button and
complete the data fields in the Locations box with the WIB information.

CUSTOMER EMPLOYER STAFF

Offering Detail

Provider Search Offering Search

Furniture Fantasies 1D: 69975 1of1
EELL S Contact Info | Services | Service Performance | Comments
— Provider Info — Locations
Provider Status @Location Mame | Chautaugqua Works
Federal ID (FEIN} @5Street Address (linel1) £07 Central Avenue
State ID (EIN) Street Address (line2)
Organization Type | [+] @City | Dunkirk
@Frovider Name | Fumiture Fartasies @State | New York M
Provider Phone  518-457-1111 Ext @7ip Code 14043
Provider URL Location Suffix
Provider Email | fumiturefantasies @yahoo.com @*WiB | Chautaugua County M
~ Billing Address Location
@Sireet Address (line )| Happyland Road el e
Street Address (line2)
@City | Albany
@State | New York [+
@7ip Code 12240
Mew Location | Delefe [ooztion | Copy Address | Shiow DEeletes

Add contact information on the Contact Info tab.

CUSTOMER EMPLOYER STAFF
Provider Search ovider Deta Offering Search Offering Detail
Furniture Fantasies ID: 69975 1of1
L L Services [ Service Performance | Comments |
— Contact Detail
@First Mame | Caros Phone Ext
@lLast Name | Gonzalez Fax
Title Ermail | cgonsa@fumfan.com
Location M @5tafl Assigned || Change |
Mame Location Fhane Ext. Fax Email
Gonzalez, Carlos
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PROVIDER SERVICES
Before creating the service offering that will be linked with customer records, the provider

service must be created. To create the service, navigate to the Services tab within the Provider
Detail window. Click the New Service button.

[NElEtE SErvice | Print Service | INEWBTEE |S|'.c.-,'.- Dr:lrstr:sl

Mew Service

Security: View Dziz1zo12

Staff Jones, Margaret

Click the Service button.

CUSTOMER EMPLOYER STAFF
Promider Search P [ Offering Search Offering Detail
Furniture Fantasies 10: 69975 1 of 1
[]
— Service Detail 1 |
@Senice Category|
@Senice Type | | Servics
@Senvice Name | | @\VIA Eligible Status | Mot approved |
Description | |
Senvice ID. | Training CreditHours| | Programs |
Total Service Length: Weeks | |Days | |Hours | |
0*Net Title | H | OMet Tiles |
CIP Code| | CIPCode |
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Select L2 Training, Training, and then Occupational Skills Training for CRT or On the Job
Training (OJT) as appropriate. Click OK.

& Service Category/Type Selector - Webpage Dialog o4

& | https: josastrain Jabor.ny.gov Rierarchy. il BEN

https: {fosostrain.labor.n 1 . html Internet
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NYSERDA — OJT or NYSERDA — CRT should be entered in the Service Name field, as appropriate.
In the Description field, enter the occupational title followed by the letters OJT or CRT. For
example: Electrician Helper — OJT.

CUSTOMER EMPLOYER STAFF

Provider Search wider Deta Offering Search Offering Detail
Furniture Fantasies 1D: 69975 1of1
[General Info | Contact Info LW )] Service Performance | Comments |
— Service Detail
@35ernvice Categorﬂ Training |
@Senvice Type | Onthe Job Trairing (0JT) | Service |
: Senvice Name | NYSERDA - 0JT @14 Eligible Status | Approved =l
Description | Fumiture Craftworker - OJT
Senice ID | 98354 | Training Credit Hours |— Programs |
Total Service Length: Weeks | Days | Hours |
O*Met Title [51702100 | | Fumiture Finishers | otiet Tiles |
CIP Code| | clpcode |

Click the O*Net Titles button and search using a keyword or scrolling through folders. Then
select the appropriate O*Net title.

EMPLOYER STAFF

CUSTOMER

Provider Search Offering Search Offering Detail

Furniture Fantasies 1D: 69975 10f1
[General info 4L Service Performance | Comments |
— Service Detail
@3ernvice Categorﬂ Training |
@Semvice Type | On the Job Training (JT) | service |
@Senvice Name | NYSERDA-OJT @14 Eligible Status | Approved =l
Description | Fumiture Craftworker - 0JT
Service ID | 98354 | Training CreditHours [ P 5
Total Service Length: Weeks | Days | Hours |
O*Met Title [ 51702100 | | Fumiture Finishers | O"Net Titles |
CIP Code | | clPcode |
| category | Senvice Type | Service Name Description |
[ |Training Qn the Job Training (OJT) MNEG ARRA - OJT IMetal Furniture Assembler - OJT —
[ | Training On the Job Training (OJT) NYSERDA - OJT Furniture Craftworker - QJT

Click the Save button to save the record.

New Service Delete Service I Authorization I IPA Service Summary I Payments Tracking I Cfienae Metial Cost

Save | Customer Detail I Comp Assess Cornmerrtsl Check Labor Maret Information I
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OFFERING

If you did not need to enter a new service in the Provider Detail window, then the offering may
already exist. However, if you created a new provider service, you will not find any service
offerings associated with this provider service and can create a new service offering without
first searching for it.

To see if an offering already exists in OSOS, navigate to the General Info tab of the Offering
Search window in the Provider module. By default, the WIB of the office under which you have
logged in will automatically be selected in the Offering Search. Change this if necessary.

CUSTOMER EMPLOYER STAFF

Promider Search Provider Detail Cffering Search Offering Detail

m General Info m

Location |'Start Date Range

I WIB | Abany/Rensselasr/Schene x| City | From | To |

Provider Information

Provider Name | Senvice Name | Frogram | =l
Provider Status | vI

Senvice Type | | Service Type |

As with the business and provider searches, the Provider Status field automatically defaults to
Active, thereby excluding inactive offerings. Change this field to the blank space. This will allow
you to search for the offering whether that offering is active or inactive.

~— Location Start Date Range
Wi |Nban}t-"Hensselaer.-—"ScheneLI City | IVFrUm | To |
— Provider Information
Provider Name | seniceMame[  Program | =l
Frovider Status |_;,h
Senvice Type | ' | service Type |

Search for an offering using a combination of the following search criteria fields: Provider
Name, Service Name, and Service Type. Use the provider name of the provider record you just
found or created. Recall that the service type is On-the-Job Training (OJT) or Occupational
Skills Training and the service name is NYSERDA - OJT or NYSERDA — CRT.

OSOS Guide - NYSERDA GJGNY -13 -
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If the offering does not exist, return to the Services tab of the Provider Detail window. Select
the service you would like to use and click the New Offering button.

U

MNew Service :ee'e.-'+'.:+| Prirt Service I New Offering I :++'+z|

§ave| Pririt | Retum to Searchl Cnmmentsl

Staff. Jones, Margaret | Office: ALBANY | | security: Delete |02/21/2012

This brings you to a blank Offering Detail window. In the Location box, select the WIB in the
Location field dropdown box. Check only the box for Monday in the Schedule box. In the
Additional Info box, the Cost is 50.00. The Description should state Specific Offering for a
NYSERDA - OJT (2012) contract or Specific Offering for a NYSERDA - CRT (2012) contract.

General Info

Provider Info
Provider Mame | Fumiture Fartasies

Senice Type| On the Job Training (0JT)
Senvice Descripti0n| Fumiture Craftworker - OJT

|
Senice Category| Training |
|
|

Location — Schedule
I LWIA Location [Chautaugua Works =] statDate| EndDate|
Address| 407 Certral Avenue | statTime[ EndTime[
| | sun. I Mon. ¥ Tue. T wed. I Thu, T Fri. [ sat
Gity| Dunkirk | state [ New Yok |
Zip| 14048 | WiB | Chautaugua County |

wonal Info

Caost) £ 0.00 Total Seatsl Available Seatsl

fiplioNfspecizic offering for a NYSERDR - OJT (2012) contract |

Save Ongoing | Provider Services | Betum to Search

Click Save Single.

Save Single m Save Ongoing I Provider Services | Betum to Search

OSOS Guide - NYSERDA GJGNY -14 -
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PARTICIPANT DATA ENTRY

All employer and provider data entry must be complete before a customer record can be linked
to a particular OJT or CRT opportunity. To enter participant data, begin in the Customer Detail
window of the participant's customer record. For additional guidance on entering customer
data, refer to the OSOS data entry guides available online.

Search for the customer using either the social security number or the customer’s name. If you
know the OSOS Customer ID number, you may access the record with that. If you are unsure
how to spell the name, you may also search by typing the first few letters of the Last Name
and/or First Name in the respective data fields.

PROVIDER EMPLOYER

Customer Detail Comp Assess

[<e] < LEE Sl General info | Education | Job Criteria [Activities [Programs [ List Search [Reporis | > >>]
—Customer SSN—— —Customer D
SSNA | = D1 =
25N 2 | D2
SEN3 | D3] Last Name | Malinak
SSN 4| ID 4| First Name| 3
ssus[ w os[— i) Middle Initial
SSNEI— o al— Birth Datel
Username |
SSN 7| D7
ssn 8| D8
sSN g | - Do =
| ssn | vet| status | Seeker Name | Objective |
1

You may adjust the potential number of records to be returned as search results to 25, 50 or
100. Click Search.

25 |=||| Search Qearl Drstail_l Eiint |J‘1I SavEsanen i ssion oGSt Bost MEth'.I F:rsfr:rl .-';J:tiv'rt','l Lomments Cc.rrespc.r.dl I"«-"F:I ﬂewl
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The search may result in multiple matches. Select the customer record that you want and click

Detail.
I 55N Vet Status Seeker Mame Objective |
[l Mo Inactive Malinak, Skip O To secure employment as law clerk ;l
[ R} Active Malinak, Skip E Stay picking, processing tomatoes and designing floral arrarn
(] Mo Active Malinak, Sluggo A |am not a real persan. 1 am atest record.
[ Mo |Active Malinak, Snack M To be updated
v Active Malinak, State-Grant cas : - artist.
r No  |Inactf™] [Malinak, Strive To hecome a receptionistin a law firm
IZE 'I Search I [_Jearl De‘tail_l Prirt ListI SEVE Srcl'.I Assign to ListI e Matc:l'.l F:eferl Adi\r'rtyl Comments Cnrrespondl IVF{l ﬂewl

You will be directed to the Gen. Info tab in the Customer module.

PROVIDER EMPLOYER STAFF

Customer Search stomer Deta Comp Assess Services

alinak, State-Gran : : 0
Malinak, State-Grant SSHN OSOS ID: NYD09679278 1 of 1
[<<] < L D adetinfo [ objective [Work Hist. |EdiLic [ Skills [ Saved Searches [ Activities | Comments | Tests [Primary Langua( > |>>]
— Customer Data — @Ethnic Heritage ——————————
oSSN| Mt W eStatys I_A,Cti\.-e vl @loh Seekerl*ﬂive vl ¢ Hispanic or Latino
wUsemname |Grant32 @Password | User7554 " Not Hispanic or Lating
@Last Name | Malinak @First Name | State-Grart m[ & Not Disclosed
Date of Birth [ 01/01,1352 eGender [1aiz = [ 2Race _ .
0Mdress| 123 Comman Staet [~ Alaskan or American Indian
| [~ Asian
L [~ Black or African American
7i ;C;wl"—m“.here sstae Ig:“' o jl [ Hawaiian or Pacific Islander
@ 0o ut = )
ip Code[10001 County | Chautzugua  White
Country| United States =] MetroIND =] I Mot Disclosed
Phone | 716-555-5555 || Ext. | At Ext. | Fax| P —— "
. — Education & Employme
Email @Education Level
@5, Citizen W | 12 Grade - no Diploma =l
— Customer Assignment =School Stalus
Mot attending school or H.5. Dropout =
Staff Assigned| Retman, Nei | Change |  Resistered| 01/23/2008 | IoEmpIcu].rmzm Statie pout L=
WIB Assigned| NYSDOL-CO | Origin| Staff | [Mot Employed |
ﬁ\gencﬂ Department of Labor | Change F'I'Uﬁll-]dl:l S eCOntact Proloronces B
Office| 0505/REQS Central Support Unit |_Office | ProfiledDate] ||| ¥ UsePostal T Fax
Ul Claimant] =l intemetResume ™ Confidential I || & Pri.Phone T Email
™ Alt Phone

§ave| Start Match I Services I Comp ﬁssessl Activity I A, F{efenalsl Correspondl I‘u’F{l Retum to Srch I Comments I Tag I F{esumel Schedulel

Be sure to review and update all appropriate information throughout the Customer
Detail window.
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Review the information in the Add’l Info tab. Click the Programs/Public Assistance Selection
button.

2] = [Gen. Info

Pats List

KYZ List

Malinak Test List
Malinak Test List2

REMOVE:

156559781826

(]

Save | Star Match | Services | Comp ssess | _ctivty | 1.4 Fefers | Comespond | 1V |_Betumto Srch | Comments |_Tog | Resume | schedue |

The Programs and Public Assistance - - Webpage Dialog will pop up.

3 Programs and Public Assistance - Webpage Dialog

e
T
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Scroll down to view all the items. Select any items that apply to the customer and enter the

date that the customer became eligible for the program. If the date is unknown, use the current
date. Click Submit.

a Programs and Public Assistance -- Webpage Dialog

Programs & Public Assistance

Iative .American|

Older Americans Title V|

NAFTA—TMi ; i LI
Trade Adjustment Assistance (TAA}| Ll |
Rapid Respnnse| Ll |
TANF E&T| =] |
Food Stamps E &T| Ll |
Job Corps| Ll |
=
] |
=il

Community Services Block Grant
Employment & Training
‘r’outhBuiId| ;| |

Displaced Homemakerhesd |:1._.-:1_,-2::5
Other Wia F'rograms| Ll |

Other non-WiA F'rograms| Ll |
Mational Farmworker Johs F'rogram| Ll |
Yocational Educati0n| Ll |
Veterans LaborExchange| Ll |
katrina ReliefProgram| Ll |
WIRED| =l |
VR & E - Vocational Rehabilitation & Ll |
Employment
=l

Other Social Semvice F'rograms|

| |
m Cancel |

Because all customers participating in this program are WIA customers receiving Intensive
service and training, their records require Data Element Validation (DEV) activity per TA 11-12
and require additional data entry per TA 10-03. These requirements include, but are not limited
to, verifying and entering the following information: Date of Birth on the Gen. Info and DEV
tabs; Selective Service on the Add’l Info tab, as applicable; and low income status.

In addition, customers receiving training must have participated in an assessment and
have developed an Individual Employment Plan (IEP) that supports the provision of
training as detailed in TA 08-4.1 and TA 09-17. Supporting comments must be entered
into the customer record.

IDENTIFYING SKILLS USING JOB ZONE
Potential trainees should use JobZone to develop a list of their occupational skills. JobZone is
viewed best using Google Chrome.
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Be sure to complete the Additional Skills field in the Skills tab under the Customer Detail
window. Refer to the Job Matching Skills Worksheet for ideas. This text field is used during the
job matching process. It is also used as part of the skills gap analysis to determine what skills
the trainee possesses and what skills need to be attained in OJT or CRT.

MATCHING THE CUSTOMER TO THE JOB ORDER
The customer may now be matched with existing job orders. From the customer record, click
the Start Match button.

{l

A4
Save | Start Match | Services | Comp Assess | Activity | |.A. Refemals [VE | Betumto Srch | Comments

Staff: Jones, Margaret Office: ALBANY Security: Search | 02/28/2012

You are brought to the Job Order Search window of the Employer module.

CUSTOMER

PROVIDER STAFF
Employer Detail " Job Order Search | Job Order Detail

Employer Search

Click the Clear button to clear out the job preferences on the customer record so that you can
more easily find the specific OJT opportunity.

=
| 100 = Search | Clear | Detail I Bt st I Eomments I Save Searchl Aesignito IJstI Foststeh I Refer -
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When prompted, click No to clear all fields and continue matching.

|
rror -- og

|ﬂ https: ffosostrain.labor.ny.govfgeneric_error_dialog, himl &

Would you like to exit from the Match process? Click on 'Yes' to clear gll fields and
end the match function. Click on 'Ho' to clear gll fields and continue searching in
match mode.

https: ffosostrain.labor.ny. gov/generic_error_dialog.html | o Internet | 5
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Go to the General Info tab in the Job Order Search window. Select GJGNY Business for the
Category and the appropriate WIB. Then click Search.

STAFF

CUSTOMER PROVIDER

Employer Search Employer Detail Job Order Detail
Origination | ~] Order Status| ~]
Ermp Job Title| Emp Req #| Job Grder Date From | Thru |
Source (State)| =] source (Fed) | ~| Last Open Date From [ Thru |
O*Met Title | | | 0Nt Titles |
Ci tegor}'lGJGNY Business =] Staﬁ.»‘\ssigned| | Change I
WiB | Chautaugqua County ;I Office | ;I
Employer Information————— 1~ Contact Information————~ Job Location
EmployerIDI Contact LastNameI Cit}r|
Company Mame | Suppressedl ~] County| =]
Ownership | =l ™ Email [~ URL [~ Fax Zip| Radius =
NAICSl [T Phone [~ Mail [~ InPersocn
| company | Title | orders Date  |stdage| oRMD| ORI [#D|#R[%0| aH |
I
[
|133 VI Search | Qearl [eta) | Erint [t | [ommEnts | Save Searchl ASSITn o L|=‘.| Host WMateth | HietEn |

Any GJGNY job order will be identified in the list of search results or you will receive the
message: No Matches Found in the upper right hand corner of the screen.

PARTICIPANT ACTIVITIES

Community Based Organizations (CBOs) have signed contracts to perform outreach and refer all
potential trainees to the local One-Stop Center. Contractors have agreed to refer all potential
trainees to the One-Stop Center prior to participation in the NYSERDA program. The assigned
Business Services staff in the One-Stop Center are to record these referrals in OSOS as a State
Specific Activity (L1 service). Once the data in the tabs under the Customer Detail window has
been verified, click the Activity button at the bottom of any tab to begin entering the L1

service.
§ave| Start Matd1| Serfl  Activity .Activityl |2 F{ea‘enalsl Correspondl I‘u"F{l Retum ta Srch Cornmerrtsl Tag I Hesumel Schedule
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This will bring up the Activities - - Webpage Dialog screen. The two NYSERDA GJGNY activities
are located in the Green Jobs Green New York folder under the L1 State Specific folder. Select
the appropriate activity indicating whether the contractor or CBO referred the potential trainee
to the One-Stop Center. L1 State Specific Activities do not create or extend enrollments.

g Activities -- Webpage Dialog |
Activities
L1 self-Service / Informational only :|

I L1 Staff Assisted Core

"1 L1 Staff Assisted Intensive

L1 state Specific

1 590 crU

|- 509 One_stop

L7 599 spu

L] pwac

L3 Green Jobs Green New York

| l— ™ GIGNY - Referred to One Stop by Cnntractnr<: o
| l— ™ GJGNY - CBO Referral to One Stop <:

L Initial Assessment Outcome

L neg

7 my youth Works

L3 Other Services ;l

Activity Date ||

RR Event# | =l

Keyword(s) | Search | 0K|_Cancel |

When the OJT or CRT is confirmed to have started, the assigned Business Services staff in the
One-Stop Center must record the service in the customer record as an L2 service.

Once the data in the Customer Detail window has been verified, move to the Services window,
Services tab to begin entering the L2 service.

EMPLOYER

STAFF
Customer Search Comp Assess
Butler, Fred T. SSH: 0505 ID: NY010338760

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

PROVIDER

Customer Detail
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Click the New Service button.

New Service New Service I [JElete Senvice I il el I IPA Service Summary I BEymEnts Ir=cking I Lfianae Actis] ost
Save I Customner Detail I Comp Assess I Commerrtsl Check Labor Market Information I

You will be transferred to the Quick Search tab in the Offering Search window of the Provider
module. Navigate to the General Info tab. Be aware that, by default, the WIB of the office
under which you are entering data will automatically be selected in the WIB field of the
Location box. Change this if necessary.

Search using the Provider Name, Service Name and/or Service Type. The service type is On-
the-Job Training (OJT) or Occupational Skills Training and the service name is NYSERDA — OJT
for OJT and NYSERDA — CRT for CRT. You may enter NYSERDA to search for all related OJT and
CRT offerings.

STAFF
Offering Detail

EMPLOYER

CUSTOMER

Provider Search Provider Detail

1-3of3
Location Start Date Range
Eﬁwm [ =l city| IVme | To|
Provider Information
Provider Name | :>Service Name | NYSERDA Program | =l
Provider Status | Active
Senvice Type | Occupational Skills Training | Service Tﬂel

The Provider Name is the name of the employer for any NYSERDA OJT. If you are not sure how
the employer name is entered into OSOS, you may search using the first few letters of the
name. Because the employer name may be entered different ways, you may need to enter
variations of the name. This will also account for misspellings. For example, a business may be
data entered beginning with the word The such as The Children's Village or without the word
such as Children's Village.

— Location Start Date Range
wiB | =l oty | |7Fr0m | To |
— Provider Information
Provider Mame | Fumit Senvice Name [mysea  Program | =l
q Provider Status | Active
Service Type | Occupational Skills Training Service Type I
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Click the Search button at the bottom of the screen.

25 =} Seanch Search De!-‘:*.-':l Brinit. st | S-:!'ledul-':l

If only one offering matches your search, you will be directed to the General Info tab in the
Offering Detail window. If this is not the offering that you wanted, click the Return to Search
button to return to the Offering Search window and change your search. Once you have
determined that you have the appropriate offering, click the Return to Search button.

Save Single | Seve URgoing | Provider Services | Retum to Search Return to Search

With the appropriate offering selected, click the Schedule button.

Dl Provider Mame | Provider Service Mame | Location | Start Date | Start Time | End Date | End Time
[ |Erie Community College - Ca)NYSERDA Heating Professional [Buffalo

Furniture Fantasies NYSERDA - QJT Dunkirk

25 VI Search | C_:lear| Diatail | | Print List | Schedu|e|
lStaﬁ:Jones, Margaret | Office: ALBANY | | security: Search |0311512012 '

If you are not sure which offering is appropriate, click the Detail button to view more
information.

20 = §ean::h| Qearl De’[ail_l Da!a*.al Prirtt List S-:!'.f:dul-sl
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You will be directed to the General Info tab in the Offering Detail window.

Provider Search Provider Detail Offering Search

NYSERDA - OJT Offering 1D: 106326 1 of 1

CrautauguaWorks =]

Specific Offering for a NYSERDA - OJT (2012) contract

Click the Return to Search button to go back to the Offering Search window. You may now
choose to schedule this offering or select a different offering from the matches.

lililili
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You will be returned to the Services tab of the Services window in the Customer module.
Complete the following data fields in the Detail section:
e Plan. Start Date: Enter the date the customer is projected to begin training in the

format of mm/dd/yyyy.

e Plan. End Date: Enter the date the customer is projected to finish training in the
format of mm/dd/yyyy.

e Actual Start Date: Enter the date the customer actually starts training in the format
of mm/dd/yyyy.

e Program Service Type: Select Non-ITA Training for OJT and CRT.

e ———

PROVIDER EMPL
Customer Search Customer Detail Comp Ass
Malinak, State-Grant SSHN:
[<<] <[ Agency info] S Service i
— Detail
Senvice Name| NYSERDA -QJT |:
Semvice Desc.| |
SeviceD |

Senvice Type| On the Job Training (0JT) |
Provider Name| Fumiture Fantasies |

Location Name| |

ProviderID| 63875 | Offeringin| ||
Flan. StatDate[ Flan.EndDate]
Actual StartDate]  AcualEndDate][
Completed Successfull].rl "'I
MNextContactDate|
Program Service T].rpel "'I

The North American Industry Classification System (NAICS) groups establishments
into industries based on the activity in which they are primarily engaged.

Click the Save button.

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

e Scroll down to locate and click the NAICS button and select appropriate NAICS code.
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FUNDING THE SERVICE

Enter 0 in the Total Funding field because NYSERDA, not WIA, is funding the training. Click the
Add button.

~Funding
||_eue|| Source |0b|igated| Actual | Oblig # |

$0.00 Total Funding I $0.00 Add | Edit
F'etltlon#
RR Event#| =

The Funding - - Webpage dialog box appears. Select the appropriate WIB level funds for the
customer with the appropriate program year. Enter 0 in the Obligated Amount field and click
the OK button. This will create or extend a WIA & Common Measures enrollment.

=

22 Funding -- Webpage Dialog

Level Funding Source Year Femaining
[ |wie WA Adult Local 2009 §237649.00 -
[ |WiB WA Adult Local 2010 £ 230693.80
[ [wiB WiA Adult Local 2011 £ 238291.00
[ |wie WA Dislocated Worker 2009 §318718.00
[ |wie WA Dislocated Worker 2010 § 284069.00
v WA Dislocated Worket 2011 &2 a,
[ [wiB WA Youth Local 2009 § 28902220 - |

Dbligated Amount |E 0 OR Obligated Percentage |
EIKl Eancell

COMPLETING THE SERVICES DATA ENTRY
Once the funding has been added, turn your attention back to the Detail box. The Part Time
Learn., Distance Learn., and O*Net fields have become active now that the funding has been
entered. Complete these fields as appropriate. You may need to scroll down to view these data
fields.
e Part Time Learn.: Select Yes or No to indicate whether or not the training is part
time (less than 12 credit hours for CRT and less than 35 hours for OJT).
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e Distance Learn.: Select Yes or No to indicate whether or not the training is taking
place remotely through electronic technology.

e You will need to scroll down to access the remaining data fields in the Detail section.

e Click the O*Net button and select the job title that matches the customer’s
occupational goal related to the OJT.

o 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.

o When the appropriateness of which O*Net title to select is in doubt, click
the Details tab on the O*Net Webpage Dialog screen 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.

Detail
Fart Time Learn. | Distance Learn. | -
Program | =]
Minirmurm Hoursl— Numberaneeksl:l
O*Net| | || ot |

Click the Save button at the bottom.

m Save | Customner Detail | Comp Assess | Commerrtsl Check Labor Market Information |

Once the trainee starts work, the placement should be recorded in the Work Hist. tab of the
customer’s OSOS record. The End Date field should be left blank and the Reason for Leaving
should indicate Still employed. This will allow reports to be pull data related to job titles, wages,
and geographical locations.

PROVINFR EMPLOYER

| Customer Detj | |

Customer Search Comp Assess

Butler, Fred T. SSN: 0S05 ID: NY010338760 1 of 1
[<<[ <] Gen. info [ Adu't into [ objective \LELEE S Ean ic [ Skinis [Saved Searches | Actities | comments | Tests [Primary Languay > |>>]
-~ Detail
@Job Title | Helpers—Electricians 0O~Net Titles
@Employer Fumiturs Fantasies Include online Start Date C2/200% End Date
@Address | 98 Main St Supenisor Phone Ext
:>0Wage $17.00 Hoursiwesk 25 <=
@City | Dunkirk @Reason for Leaving| Still employed A
asState| o Yor ] RiBBle ooy weeriis o oo, w0 B
000untr].r| United States M cleaning work ares and eguipment. ~
RREvent# | Event|
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The Training Addl Info and Addl Outcomes tabs must also be completed. Refer to the OSOS
guides for data entry requirements on these tabs.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess

Butler, Fred T.

As with all services, when the service is completed, click the checkbox next to that service to
highlight it. Then, enter the Actual End Date, indicate Completed Successfully and save the
record.

cc| < Agency Info | Achievement Objectives |
— Detail
Service Name| NYSERDA - OJT

|
Senvice Desc.| |

Seniceld| |

Senvice Type| On the Job Training (CJT) |
Provider Name| Fumiture Fantasies |

Location Name| |

Provider ID)| 63575 Offeringio| ||
Plan. StatDate]  Plan.EndDate] 4
Actual StatDate] Actual End Date
Completed Successfullyl :I"

Mext Contact Date|

Remember to enter any earned credentials, industry wide certifications, etc. into the
appropriate tabs such as the Outcomes and Addl Outcomes tabs.
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For example, trainees may earn the Building Performance Industry (BPI) credential as part of
their training. This would be recorded in the Outcomes tab under the Common Measures
enrollment.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess
Malinak, State-Grant SSHN: QS05 ID: NY009679278
<] < [Agency Info [ Achievement Objectives | Services | Service History | Enroliments |t Lt Comments | Audit | Training Ad( > >
— Employment — Employed in Quarter after Exit
O*NetTitIe| | | O*Mat Titles | Employed after Exit Determination Method
Recalled By Layoff Employer| =1 1st Quarter]| =l =l
Employment Training Related | =1 2nd Quarter | =l =l
Employment Non-Traditienal | =] 3rd Quarter| =l =l
Employed in Federal ContractorJobl vI 4th Quarter| =l =l
Sth Quarter | = =]
— Education & Training
Education Level at Exit| =l =
Entered Advanced Training | =l
Entered Post-Secondary| =]
Attained Credential | Yes =]
Type of Credential | =l
Date attaineq AN
Ador AS diploma/degree J
BA or BS diploma/degree = 5
| Program Type | Enr. Date High schioal diploma/equivalency/GE | Exit Date | Exit Office | SA |
I |wia 0112201 |0ccupational skills cert. or credential ves |E
~ P e Occupational skils license
@ |Common Measures 0“12"201' Recog. Diploma, Degr. ar Cert.
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customer’s record.

PROVIDER

Customer Search Customer Detail

Malinak, State-Grant

Outcome

| Fragram | Enr. Date | Exit Date |}|

01M2/2012 a
[ |[Common Measu 01122012

[~
Addl Qutcomes

| Record Id | }!

E
Add | Delete | _Print List |

Comp Assess
SSN:

<<] < lves] services [ Service fiistory | Enroliments | Outzomes | comments | Audt [ Training Addrinfo JGEE RSELE Y Jobs info > 1>

An industry wide certificate would be reported in the Addl Outcomes tab. Highlight the
Common Measures Program and click the Add button to add a record. This will allow access to
the data fields on the right hand side of the screen.

EMPLOYER
0S0S ID: NY009679278

You may now click the Attained checkbox and enter the date the customer was certified in the
Date Attained field in the format of mm/dd/yyyy. Click Save to save this information to the

Situational | .I

Judgment

Active Listening' .I

— QOFFICIAL Work Readiness Practice Test

Date |—
IMath Iﬁ
Reading I—;[
Situational |—_|

Judgment

Active L|5ten|ng| vI

—Mational Work Readiness Credential
Aftained [~

Date ﬁ.ttained|

~Industry Wide Recognized Occupational Certificate
Attained

Certificate

Date ﬁﬂained|

Save I Customer Detail_l Comp Assess | Comments

Help | “Brirt Record | Audit |

Check Labor Market Information |

=
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RESOURCES AND ASSISTANCE
NYSERDA
http://www.nyserda.org

Additional information on this funding option, including program descriptions, descriptions of
services sought, proposal requirements, forms, selection process and evaluation criteria
http://www.nyserda.ny.gov/Funding-Opportunities/Current-Funding-
Opportunities/PON-2033-Green-Jobs-Green-New-York-NYS-Registered-Apprenticeship-
and-Building-Trades-Training.aspx

Intent to Apply emails should be sent to:
PON2033@nyserda.org

For program related concerns, please contact:
Michelle Clark
(518) 457-3106
Michelle.Clark@Ilabor.ny.gov

TA 11-12: Data Element Validation for the Workforce Investment Act, Wagner-Peyser, Veterans
Employment and Training Service and Trade Adjustment Assistance/Trade and
Globalization Adjustment Assistance Programs
http://labor.ny.gov/workforcenypartners/ta/TA11-12.pdf

TA 10-03: Requirements for the Collection of Additional Participant Demographic Information
upon Receipt of Intensive or Training Services under Title I-B of the WIA of 1998
http://labor.ny.gov/workforcenypartners/ta/TA10-3.pdf

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

JobZone
https://www.nyjobzone.org

Job Matching Skills Worksheet
http://www.labor.state.ny.us/workforcenypartners//0SOS/jobmatchingskills.pdf

Additional program information, OSOS guides 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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