Attachment A

Common Data Entry Procedures for Recording Services in OSOS
1. Data Entry Methods
There are two methods for entering services in OSOS:

a. Customer Detail, Activity Button -  use for any/all of the following types of services (to be referred to as Level 1 Services; see Attachments A-1 and A-2):
i. Self Service/Informational Only
ii. Staff Assisted Core

iii. Staff Assisted Intensive

iv. Supportive Services/Payments

v. Veteran Specific Services 

vi. State Specific  (not counted as services for federal reporting purposes)

b. Services Module – use for any/all of the following types of services (to be referred to as Level 2 Services; see Attachment A-3):

i. Training (Any Program)
ii. Trade Act 

iii. WIA Youth Specific
iv. NEG Specific Services
v. State Funded Programs (DHP, Chamber of Commerce, etc.) 
2. Seeker Service Types
Lists of OSOS Services categorized by type have been developed to help clarify which of the two methods of data entry should be used.
· See Attachment A-1 for a categorized listing of Level 1 Services to be entered using the Customer Detail, Activity Button. 
· See Attachment A-2 for definitions and data entry guidance for each of the Level 1 Services listed on Attachment A-1.
· See Attachment A-3 for a categorized listing of Level 2 Services that should be entered via the Services Module.  
3. Entry of Level 1 (L1) Services Using the OSOS Activity Button

Step 1:  Open the Activity Web Page Dialog Box by clicking on the Activity Button found at the bottom of any of the Customer Detail screens.  The following screen will appear:
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Step 2:  Click on any of the L1 roll-up service categories to open up the hierarchy of service types and detail services available (complete list shown on Attachment A1).  It is important to note that, although L2 services are also listed in the OSOS screen, only L1 services must be entered using the OSOS Activities button.  For example; clicking on “L1 Staff Assisted Intensive,” and then further on “Counseling” would open up the service types / detail services within the hierarchy, as illustrated below:

Step 3:  Click to highlight the specific service that you want to enter (as illustrated above for the entry of a “Counseling – Individual and Career Planning” service).  More than one service can be entered at a time by using standard shift or control buttons of your keyboard to highlight more than one service.
Step 4:  At the bottom of the screen, an activity date field is automatically defaulted to today’s date (the date of entry). Staff may overwrite the date if the date of entry is not the same as the date the service was provided. 

Note:   All services should be data entered in OSOS no later than 5 business days after the service is delivered, thus no service date should be backdated more than 5 business days.  At the end of each quarter, 5 additional business days will be provided following the quarter ending date to allow time for staff to bring data entry up-to-date for federal reporting purposes. 

Step 5:  Clicking OK and Save at the bottom of the screen records the service entry.  The Level 1 service entry will be associated with the OSOS staff user who recorded the entry and the office associated with the staff person as signed on the system at the time of entry.  
Note: Each OSOS user can be associated with a Primary Default Office and any number of Secondary Offices.  Staff can change their current office designation to a secondary office before entering the customer record, by using the Staff, Preferences, Login Preferences tab.  Click on the appropriate office, and then click on the Change Office button.  Secondary offices must be set up by NYSDOL DoES Central or WIA Central Security.
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4. Program Enrollment
Attachment B provides a detailed explanation of how OSOS W-P and WIA Adult/DW Enrollments will be generated based on services entered.  This includes details on the automated overnight batch process used to system generate WIA funded services and enrollments based on Level 1 service entries.
· This process assumes that all WP and WIA Program enrollments (Adult and DW) will be automatically generated from the entry of a Level 1 service.  Training Services, entered as Level 2 services, should never be the initial, enrolling service of an individual, rather WIA-funded training services should only be recorded for individuals already enrolled in WIA based on the receipt of a Level 1 service.

· To create a TAA enrollment based upon a WIA funded staff-assisted core or intensive service, staff must first enter the appropriate Level 1 service via the Activity Button.  The next day, staff must go into the Service module, select the respective service, select the appropriate petition number, and click on the save button.  
· All WIA Youth, NEG, and State-funded program enrollments will be generated as per the current process at the time of entry of the initial program funded service in the Services module. 

5. Entry of Level 2 Services Using the Services Module
As the process for using the Service Module for Level 2 services has not changed, step-by-step guidance is not being provided in this procedural document.  
Since WIA Adult/DW-funded staff assisted core, staff assisted intensive, and supportive services will now be entered as Level 1 services using the Activities Button,  it will no longer be necessary to input Provider, Service, and Offering information for these types of services.  As explained further in Attachment B, the automated nightly batch services entry process will use default providers/offering information that will be set up and entered into OSOS by WDT Central Office staff.  

All Level 2 services (WIA Training, WIA Youth, Trade Act, and State Funded Programs services) are still required to be entered by staff in the Services Module and will still require LWIAs to establish Provider, Service, and Offering information as per the current procedures.
Trade Act 

· A TAA Waiver Assessment must be recorded as a Level 2 service in the Services module, the petition number must be attached to the service, and staff must indicate why the waiver was provided on the Training Waiver drop-down filed on the Services module, Services tab.  Other Trade Act specific Level 2 services (training, allowances) should also be entered as Level 2 services.
· WIA-funded staff assisted core and intensive services provided to TAA customers should be entered as Level 1 services using the Activities button.  
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