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PURPOSE 
For the 2014 Summer Youth Employment Program (SYEP), New York State has received a 
waiver to use the work readiness indicator as the only indicator of performance for youth co-
enrolled in Workforce Investment Act (WIA) Youth and Temporary Assistance for Needy 
Families (TANF) programs and participating in subsidized summer youth employment activities. 
In addition, New York State has received a waiver requiring the minimum 12 months of follow-
up services, as well as the waiver requiring an objective assessment and individual service 
strategy.  Additional information on these waivers can be found in Technical Advisory 14-5. 
These waivers apply to youth who are enrolled in both WIA Youth and TANF programs no 
earlier than May 1, 2014 and no later than September 30, 2017.  These youth are not included 
in USDOL WIA performance measures. 

This guide will demonstrate how to assess WIA Youth Program and TANF eligibility for SYEP 
youth, and how to enter SYEP services and outcomes in OSOS. 

Youth already enrolled under the WIA youth program prior to May 1, 2014 or are not enrolled 
in both WIA and TANF programs, are WIA youth participants and will be held to the common 
measures.  Therefore, any summer employment program participation is considered one of the 
ten (10) youth program elements within WIA youth year round program rather than the SYEP.   

OSOS DATA ENTRY 
If unfamiliar with OSOS, the Navigating the System Guide is available to assist a user understand 
and navigate through the modules, windows and tabs.  Other informational guides are available 
at: http://labor.ny.gov/workforcenypartners/osos.shtm. 

There are many fields in the Customer Detail and Comp Assess windows which are used to 
demonstrate and confirm a customer's eligibility for WIA and/or TANF, and which should be 
entered in OSOS in order to activate the Summer Youth Employment Program funding stream 
for SYEP services.    

Funding a SYEP service with these funds will create a program-specific enrollment, to which 
outcomes can be added.  

CUSTOMER DETAIL WINDOW 
In the Customer Detail window, information will need to entered and/or updated on the 
Additional Info tab and Programs/Public Assistance pop-up window in order to demonstrate 
WIA and/or TANF eligibility.   

It is important to verify that the data fields have been completed correctly to establish 
the customer's eligibility and enrollment in both WIA and TANF.  Update and/or enter 
any of the specified fields in the Customer Detail and Comp Assess windows.  

http://labor.ny.gov/workforcenypartners/ta/TA14-5_WIAWaivers.pdf
http://labor.ny.gov/workforcenypartners/osos/osos-guide-navigating-the-system.pdf
http://labor.ny.gov/workforcenypartners/osos.shtm
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SYEP serves youth from 14 through, and including 20 years of age.  Youth that certify for SYEP 
when 20 years of age may continue to participate in the program during their 21rst year until 
September 30, 2014. 

Add'l Info (Additional Info) Tab 

For SYEP, certain information may need to be entered or updated up on the Add'l Info tab: 

 Lower Living Standard / Income 70%LLSIL: If the customer's income status meets 
the Lower Living Standard (Poverty Level) and/or 70% of the Lower Living Standard 
Income Level (LLSIL), select Yes from the drop-down box only for whichever of these 
is higher, but do not select both (See TA 14-04, Attachment A for current guidelines). 

 Disability Status:  This field must be populated with the appropriate option 
(Disabled, Not Disabled, or Not Disclosed) from the drop down menu. If the 
customer discloses a mental and/or physical disability, select Disabled. Selecting 
Disabled designates the customer as a family of one and only the youth's income is 
considered for income eligibility (requires supporting documentation). Learning 
disabilities are recorded on the Comp Assess window. 

 Disability Category:  If the Disabled option is selected for Disability Status, a 
subsequent required field called Disability Category will appear with options to 
select describing the customer's disability (Physical Impairment, Mental 
Impairment, Both Physical and Mental Imp., or Not Disclosed).  This information 
must be asked of the customer, although the customer has the option not to 
disclose the information. 

 

Choose only one of two LLSILs 

Disability Status 

Disability Categories 

http://labor.ny.gov/workforcenypartners/ta/ta-14-4-LLSIL.pdf


 

OSOS Guide - Summer Youth Employment Program - 4 - 6/24/2014 

PROGRAMS & PUBLIC ASSISTANCE WINDOW 
On the right hand side under Public Assistance, it is necessary to track for SYEP eligibility if the 
customer is receiving any of the following:   

 TANF (Temporary Assistance to Needy Families)  

 GA - General Assistance (State/Local) 

 RCA - Refugee Cash Assistance 

 SSI - Supplemental Security Income 

 Food Stamps 

 SSDI - Social Security Disability Insurance 

 Medicaid or Home Relief 

For each type of assistance that the customer is confirmed to be receiving, select "Yes" from 
the corresponding drop-down field and enter the Date the customer first started receiving the 
assistance.  It is acceptable to use the current date when the actual date that the youth first 
started receiving the assistance is unknown. 

 

Click the Submit button to return to the Add'l Info tab.  Click Save to save any changes to the 
customer's record. 

TANF 
Public Assistance 
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COMP ASSESS WINDOW 
The Comp Assess (Comprehensive Assessment) window contains fields which can be helpful in 
recording a customer's eligibility for SYEP.  Please be mindful that any notes and comments 
entered in the Comp Assess window must be factual, must respect the privacy of the individual 
and are subject to customer review under the Freedom of Information Law (FOIL).  

EMPLOYMENT TAB 
 

 

On the Employment tab, update these fields (check local Youth policy guidelines and eligibility 
documentation requirements): 

 Poor Work History:  Check this box if the customer has little to no work history. 

 Youth Needing Additional Assistance:  Select Yes when this is needed to serve as a 
barrier to make youth eligible for the low income population because none of the 
other WIA recognized barriers apply (e.g. Pregnant/Parenting, School Dropout). 
Remember, this barrier requires supporting documentation in the youth’s hard file. 
Check with your supervisor as this is defined differently in each local area. This is 
important as it is one of the barriers that affect eligibility.                                                                      
              
Select No if one of the other WIA recognized barriers applies to the customer and 
has been recorded in OSOS.  Supporting documentation must be in the youth’s hard 
file.  

 Serious Barriers to Employment:  Select Yes when this is needed to serve as a 
barrier to make youth eligible for the 5% low income exception population because 
the youth does not qualify as low income and none of the other WIA recognized 
barriers apply (e.g. Pregnant/Parenting, School Dropout). Remember, this barrier 
requires supporting documentation in the youth’s hard file. Check with your 
supervisor as this barrier is defined differently in each local area. This is important as 
it is one of the barriers that affect eligibility.           
              
Select No if one of the other WIA recognized barriers does apply and this has been 
recorded in OSOS with the supporting documentation in the youth’s hard file.  
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EDUCATION TAB 
On the Education tab, update these fields: 

 Math & Reading:  In this section, select Yes or No to the question Is the customer is 
basic skills deficient? Generally, this applies if the customer has English reading, 
writing, or computing skills at or below the 8th grade level on a generally accepted 
standardized test or a comparable score on a criterion-referenced test (requires 
supporting documentation).  Indicate if the customer has Limited English by 
selecting Yes or No. This is important to record correctly as it is one of the barriers 
that affect eligibility for youth.  

 Customer below appropriate grade level? :  If the customer is functioning below 
their appropriate grade level, check the corresponding box (requires supporting 
documentation). Generally, this applies if the customer is old enough to be in 9th 
grade or higher, but is currently in the 8th grade or lower.  This is one of the barriers 
that would make non-income eligible youth eligible for services under the 5% 
exception rule.  

 Any Indication of learning Disabilities? : If the customer discloses any learning 
disabilities, check this corresponding check box (requires supporting 
documentation). This field indicates Disability Status which affects the customer's 
eligibility for services.  
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FAMILY TAB 
On the Family tab, update these fields: 

 For a female youth only, select "Yes" or "No" from the Is customer pregnant? drop-
down field to indicate if the customer is pregnant (this field will not appear if the 
customer's gender is listed as male). 

 If "Yes" is selected in the Is customer pregnant? data field, then enter the expected 
due date in the format of mm/dd/yyyy in the Delivery Date field. 

 Is Customer parenting youth? For all customers, male and female, select "Yes" or 
"No" to indicate whether or not the customer is a parenting youth. 
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LEGAL TAB 
For WIA and SYEP, it is required to indicate whether or not a youth participant is an offender.  

On the Legal tab, select Yes or Not Applicable as appropriate from the required Offender 
Status drop-down field.  

Click the Save button. 

 SAVE 
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HOUSING TAB 
Additionally for all WIA Youth and SYEP participants, it is necessary to record the customer's 
housing situation.   

To record this information, click the Current Housing drop-down field on the Housing tab and 
select the appropriate option from the following:  

 Foster Child 

 Group Home 

 Homeless 

 Own Home 

 Rent or  

 Runaway 

 

When finished entering data in the Comp Assess window, click Save to save the record.   

Any highly sensitive data of a confidential nature should not be entered into OSOS.  To 
flag something applicable to the customer’s ability to acquire and retain a job, enter 
See hard file in the pertinent field in the Comp Assess window. This is an indicator for 
all users that there is something that might need to be discussed privately with other 
counselors or users, on an as-needed basis.   

SAVE 
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SERVICES WINDOW 

AGENCY 
The youth must be associated with an agency before any service may be recorded.  An agency 
may be added in the Agency Info tab located within the Services window of the Customer 
module.   

To add an agency, click the New Agency button.  

 

Place a check mark next to the blank agency listing and then select the Agency from the drop 
down menu. 

 

New Agency 

Agency drop down menu 

Check Mark 
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Enter the Intake and Enrollment dates.  The Intake Date is the date that the customer first 
applied for service from the Agency.  The Enrollment Date is the date that the customer first 
received service from the Agency that created any enrollment.  If unsure of the Intake Date, 
then use the current date.  Usually, the Enrollment Date is the same as the Intake Date, but 
they are not required to be the same. 

Click the Save button. 

 

Dates 

Save 



 

OSOS Guide - Summer Youth Employment Program - 12 - 6/24/2014 

Achievement Objective Tab 

The only indicator of performance for SYEP waiver participants is work readiness.  This means 
that an achievement objective for a SYEP service must first be entered on the Achievement 
Objectives tab with the goal of work readiness.  

On the Achievement Objectives tab of the Services window, click the New Objective button to 
add a new achievement objective and complete the following fields: 

 Achievement Objective:  Type the SYEP-related employment objective 

 Type of Goal:  Select Work Readiness from the drop-down list 

 Goal Attainment:  Choose the appropriate option from the drop-down list 

 Actual Start Date:  Enter the date that the training actually begins.  Cannot be 
entered until the day that training starts 

 Planned Start Date:  Enter the planned start date for the associated service 

 Planned End Date:  Enter the planned end date for the associated service 

 Evaluation Date:  Enter the date when this objective should be evaluated 

 SAVE 
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When finished entering the achievement objective information for SYEP, click Save to save this 
achievement objective, which can be added to a SYEP service later.   

The Goal Attainment field must be updated when applicable during the course of the 
program.  Whenever the Goal Attainment changes, select the appropriate option 
from the Closure Reason field and save the record.  

ADDING SYEP SERVICES 
In order for a SYEP enrollment to be created, SYEP funding must be linked to the Summer 
Related Employment Opportunities (Youth Only) service. 

To start, click the New Service button of the Services tab in the Services window.   

 

New Service 



 

OSOS Guide - Summer Youth Employment Program - 14 - 6/24/2014 

OSOS will automatically navigate to the Offering Search window.   

By default, the Quick Search tab will display. 

There are two common ways to search for the SYEP Offering: 

1. Offering ID search requires that the ID number of the offering be known prior to the 
search 

2. General Information search allows the user to determine what information to enter 
into one or more data fields 

OFFERING ID SEARCH 
Data enter the Offering ID, if known, and click the Search button.   

 Search 
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OSOS will automatically navigate to the Offering Detail screen. 

Click Return to Search. 

 

Click the Schedule button.  OSOS will automatically navigate back to the Customer Service tab. 

  

Return to Search 

Schedule 
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GENERAL INFORMATION OFFERING SEARCH 
The second method to search for an offering requires the user to click the General Info tab. 

On the General Info tab of the Offering Search window with the appropriate WIB selected, click 
the Service Type button. 

  

 

OSOS will bring up the Service Type pop-up window. Click the L2 WIA Youth Specific folder to 
expand the list of subfolders.  

 

WIB 

Service Type 

L2 WIA Youth Specific 
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After selecting the L2 WIA Youth Specific Service Type folder, scroll down and click to expand 
the Summer-Related Employment Opportunities subfolders.  The Summer-Related 
Employment Opportunities (Youth Only) service will become visible.  Place a check in the box 
next to the service and then click OK. 

The Summer-Related Employment Opportunities (Youth Only) service is the only 
service which should be used for SYEP.  Do not select any other services for SYEP.  

 

 

  

L2 WIA Youth Specific 

OK 
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OSOS will automatically navigate back to the General Info tab with the Service Type field 
populated.  If the service provider name is known, enter the name or the first few letters in the 
Provider Name field. 

  At the bottom of the screen, click Options button. 

 

Select and order the options preferred in the results columns. 

  

Options 

General Info 
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From the Sort Options tab select the preferred order of the columns selected to appear in the 
results.  Select the number of search results to view at a time to 100, 125 or 150.  Then click the 
Save button.   

 

From the list of search results, select the appropriate service and click the Schedule button. 

 

 

Save 

Schedule 
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REQUIRED FIELDS TO SAVE THE SERVICE 
OSOS will automatically navigate back to the Services tab with the newly selected service. The 
following fields in the Detail section are required to be completed in order to save the service: 

 Plan. Start Date:  Enter the date the service is expected to start in the format of 
mm/dd/yyyy 

 Plan. End Date:  Enter the date the service is expected to end  

 Actual Start Date:  Enter the date the service starts 

 Program Service Type:  Select Intensive from the drop-down field to describe the 
type of service 

 

 

Dates 

Program Service Type 
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When these fields have been entered, scroll down in the Detail section to attach the SYEP-
related achievement objective to the service.   

To do so, select the appropriate pre-populated achievement objective from the Achv. Objective 
drop-down menu.   

  

When finished entering the required fields and attaching the achievement objective, click Save 
to save any changes.  

Achievement Objective drop down menu 

Scroll bar 

Save 
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FUNDING THE SERVICE 
Once the service has been saved, the appropriate Summer Jobs funds must be attached to the 
service for tracking and reporting purposes. 

To start, enter $1.00 in the Total Funding field and click the Add button. 

  

ADD 
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OSOS will bring up the Funding - - Webpage Dialog pop-up window.   

Click the Level column header to sort the funding streams by level, and then place a checkmark 
in the box to select the WIB level Summer Youth Employment Program funding stream.   

Enter $1.00 in the Obligated Amount field. 

Click OK.  

 The Summer Youth Employment Program funding stream will only become 
accessible if the information entered for the customer in the Customer Detail and 
Comp Assess window qualifies the customer for SYEP.  If the Summer Youth 
Employment Program funding stream is not available to select, check to make sure 
that the program eligibility information has been entered correctly.  Additionally, 
only funding for which a user's office is authorized to attach to a service will be 

visible.   

  

Column header 
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The funding is now attached to the service.   

Click Save.   

  Save 
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If this is the first time that the Summer Youth Employment Program funding stream has been 
used to fund a service for this customer, the Verification - - Webpage Dialog pop-up screen will 
appear with information populated from various fields from the Customer Detail and Comp 
Assess windows.   

Take a moment to review the information in both the Customer Detail and Comp Assess tabs in 
this webpage dialog screen. Update any fields directly into the Verification - - Webpage Dialog 
tabs.  This will automatically update the information in the respective data fields found in the 
various OSOS Customer Detail and Comprehensive Assessment tabs.   

Click OK to exit this window. 

 

 

OSOS will automatically navigate back to the Services tab.  Click Save to save the changes.   

 

Two tabs to review 

OK 

Save 
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CHECKING FOR THE ENROLLMENT 
To confirm that the standalone enrollment has been created requires the customer record to 
be refreshed.  This is accomplished by clicking on either the gray Customer Detail or 
Comprehensive Assessment button at the bottom of the Services screen to secure updated 
information from the OSOS server.   

 

Then click the gray Services button to return to the Services window. 

Click the Enrollments tab in the Services window.  The enrollment will display the selected 
Summer-Related Employment Opportunities (Youth Only) service as the Enrolling Service 
Type.   

 The Program Type for the Summer Youth Employment Program enrollment is no 
longer listed in the customer record as Stimulus Summer Youth.  The service is no 
longer linked to stimulus funds or a stimulus program. 

 

Customer Detail or Comp Assess button 
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CLOSING THE SERVICE 
Once the SYEP service has ended, the Achievement Objectives tab information should be 
reviewed and updated as appropriate.   

Place a check in the box next to the SYEP work readiness objective and update the Goal 
Attainment, Actual End Date, Closure Reason and Outcome/Status fields. 

When done, click Save to save the changes and then navigate to the Services tab. 

   Save 

Goal Attainment 

Closure Reason 
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On the Services tab, fill in the service end date in the Actual End Date field and select Yes or No 
from the Completed Successfully drop-down field to indicate whether or not the customer 
successfully completed the service.   

Click Save to save any changes and complete closing the service. 

 Save 

Actual End Date 
Completed 
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EXITING THE SERVICE 
All SYEP services must be ended no later than September 30, 2014.  Once all of the SYEP 
services have ended, the enrollment should be manually exited.   

On the Enrollments tab of the Services window, check to make sure that the appropriate SYEP 
enrollment is selected.   

Select the Other services completed exit reason from the Exit Reason drop-down field.   

Click Save to save any changes.   

The Exit Date field will automatically populate with the end date of the last SYEP service.  The 
Exit Date will not become visible until the customer record is refreshed. 

 

This manual hard exit is ONLY to be used for the Summer Youth Employment 
Program enrollment due to the specific program deadline.  Manual/hard exiting is 
NOT allowed for any of the other year-round WIA Youth Program enrollments. 

Other services completed 
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ENTERING INFORMATION ON THE ADDL (ADDITIONAL) OUTCOMES TAB 
If the customer has successfully attained the National Work Readiness Credential and/or 
another Industry Wide Recognized Credential, then the outcome(s) should be recorded on the 
Addl Outcomes tab in the Services window.   

It is not mandated by the Summer Youth Employment Program that the youth attain 
any credentials.  This information should be entered if applicable, but this outcome is 
not required by the program.  

On the Addl Outcomes tab, select the Summer Youth Employment Program enrollment in the 
Outcome section.  Click the Add button under Addl Outcomes section to create a new record 
entry.   

 

Summer Youth Employment Program 

Add 

Addl Outcomes 
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This will activate the fields on the right hand side of the tab.  Scroll down to the bottom of the 
tab to view the National Work Readiness Credential and Industry Wide Recognized 
Occupational Certificate fields.   

For each applicable credential the customer has received, check the Attained check box and 
enter the date the credential/certificate was received in the Date Attained field.  When done, 
click Save to save any changes.   

 Save 

Attainment Details 
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RESOURCES AND ASSISTANCE 
 
WDS TA #14-4, “Revision of the LLSIL for 2014”, April 2, 2014 

 
WDS TA #14-5, “Workforce Investment Act (WIA) Waivers”, May 20, 2014 

Additional program information, OSOS guides and other resources can be found at: 
http://labor.ny.gov/workforcenypartners/tools.shtm  
 
For further assistance, please contact the OSOS Help Desk:         
By phone: (518) 457-6586  
By email: help.osos@labor.ny.gov 

http://labor.ny.gov/workforcenypartners/ta/ta-14-4-LLSIL.pdf
http://labor.ny.gov/workforcenypartners/ta/TA14-5_WIAWaivers.pdf
http://labor.ny.gov/workforcenypartners/tools.shtm
mailto:help.osos@labor.ny.gov

