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Presenter
Presentation Notes
AUDIENCE:  PARTNER STAFFGood afternoon.  Thank you for joining us for the OSOS Data Entry Training for Sector Partnership-Enhanced Career Services Grants.  I’m Talia Pallozzi with NYSDOL Dews Central Office Systems Unit.  
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Agenda
• Eligible to receive SP-NEG Enhanced Career 

Services Funding
• Change Funding on Current Service
• Add A Service and SP-NEG Enhanced Career 

Services Funding
• Reopen an Enrollments to Add/Edit A Service

Presenter
Presentation Notes
As you know, we have the ability to review the services provided to eligible Dislocated Workers and where appropriate,  fund them with Sector Partnership –Enhanced Career Services grant funds.Due to the tight deadline we have for data entry, the current guide published on the website will be taken down and the previous data entry requirements will be waived for all new entries.  We have streamlined the data entry requirements to make it easier and less time consuming to enter and fund these services.  Instead, we ask that you reference this power point and the notes section.  They will be posted on the Guides page of the NYSDOL website.Today we will begin by specifying which services are eligible to be funded under this grant.  Then, we will explain how to fund these services with Sector Partnership funding for the identified Dislocated Worker.This webinar will review three different scenarios you may encounter and how to appropriately enter the data when editing the customer record:How to change the funding on a current service that is eligible for Sector Partnership fundingWhen to add a service to the record and fund it with Sector Partnership fundingandHow to reopen an exited enrollment to add or edit a service to then fund with Sector Partnership funding
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Eligible Activities/Services
• Customer must be eligible as a Dislocated Worker in 

a local area of grant recipiency.
• Partner staff must have conducted at least one of 

the activities/services with the customer.  Services 
provided by DOL staff are not eligible.

Presenter
Presentation Notes
For a customer to be eligible for the Sector Partnership Enhanced Career Services funding, they must be a dislocated worker in one of the local areas of grant recipiency:  Chautauqua, Hempstead/Long Beach, Herkimer/Madison/Oneida, Columbia Greene, Chenango/Delaware/Otsego, Ulster, St. Lawrence and New York City.Partner staff must have conducted as least one of the services or activities with the customer.  The eligible activity/service cannot have been provided by DOL staff.  For new awardees, the activity or service must have occurred between 7/1/2017 and 6/30/2018.  For LDWAs awarded prior to this program year, the service must have occurred between the award date and June 30th, 2018.Please note, during this webinar,  we will not detail the process of identifying eligible Dislocated Workers.  However,  if you require assistance in identifying eligible Dislocated Workers in your local area who are eligible for SP-NEG Enhanced Career Services Funding, please contact the DEWS Central Office Performance Group. We will provide their contact information at the end of this webinar.



Change Funding on 
an Existing Service

Presenter
Presentation Notes
For all scenarios covered in this presentation, we assume that the eligible dislocated workers have already been identified as eligible for Sector Partnership funding, meaning, they have received an enhanced career service.  An enhanced career service is defined as providing one of the following: 1. individual counseling and comprehensive assessment; 2. individual employment planning; 3. job search planning and job coaching; 4. short-term pre-vocational skills to prepare for employment or training; 5. vocational skill training; and 6. job search assistance. For this first scenario, this customer has an open enrollment and has received services funded with DW funds.  We would like to change that funding to Sector Partnership – Enhanced Career Services.Let’s walk through the process of how to change the funding on the service. 



Presenter
Presentation Notes
Start by conducting a quick search for the previously identified Dislocated Worker.  For our scenario today, we have identified Charlie L. Brown NY013264372From the Customer module, Customer Search window, Quick Search tab - enter the customer’s NY# in the Customer ID field and click Search.
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Presentation Notes
The system navigates to the General Info tab of the customer record.  Click the Services button at the bottom of the customer record.  You will notice throughout this webinar that we are using the navigation buttons at the bottom of the customer record.  This is important because it refreshes the record after each save so that changes/modifications to the record can be seen.  



Presenter
Presentation Notes
This brings you to the Services window, Agency Info tab.  Here, verify that the customer is active in the correct agency to receive the Sector Partnership funding.    Because in this scenario we are simply editing the funding, the customer should already be active in the correct local agency.  And you should find that all of the eligible dislocated workers will be active in the correct agency. No further action is required on this tab.Click the Services tab.  
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Presentation Notes
From the Services tab, the list of services entered for this customer are displayed.   We can see that the Job Search Planning service provided by Chautauqua Works was funded with Dislocated Worker funds and fits the criteria these grant fundsIf more than one service is funded with DW, only one needs to be funded with SP funds to be counted as a participant of the grant.�So, now we need to change this funding source to the Sector Partnership – Enhanced Career Services funding. 
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Click the check box to highlight the Service that needs the funding changed.
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In the Funding section, click the funding source that we need to remove.  
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Presentation Notes
To remove this funding source, we need to click in the Total Funding field and backspace out the $1.00 until the field is empty and then click Delete.
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Presentation Notes
Upon clicking delete, the OSOS Error Message window pops up to confirm that you want to delete the selected fund.  Click OK.
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Presentation Notes
The funding source is now removed for that service.Click Save to update the record.  We can now add the new funding source.



Presenter
Presentation Notes
In the Total Funding field enter $1.00 and click Add.



Presenter
Presentation Notes
By Clicking Add, the Funding – Webpage Dialog window will appear.Select the SP-Enhanced Career Services Funding source and enter $1.00 in the Obligated Amount field.  The Obligated Percentage will auto-fill.Click OK.



Presenter
Presentation Notes
The funding Source is now displays as SP-Enhanced Career Services for this service.Click Save.
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Presentation Notes
The Funding Source has now been changed and this individual will now be considered an SP-ECS participant.I will now turn it over to Jennifer.



Adding A Service 
and Funding

Presenter
Presentation Notes
As we stated earlier, the guide published on the website requires a specific naming convention for services.  Because of the timeframe required for data entry, the naming convention requirements has been waived.  At the conclusion of this webinar, this presentation with speaker notes will be posted on the website.  Please use this as your guide to data entry. We will no longer be following the SP-NEG ECS guide.And now…Adding A Service and FundingFor this next scenario, we have identified a customer that has an open enrollment and has activities performed by partner staff that would qualify for funding under the Sector Partnership – Enhanced Career Services grant. However, because funding can only be attached to services and not activities, we need to add that particular activity to OSOS as a service, and then attach the Sector Partnership funding source.Please note that you are not required to delete the activity if it is entered as a service.
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As in the previous scenario, we need to access the dislocated worker’s customer record. Enter the customer’s NY number in the Customer ID field of the Quick Search tab, then click Search.
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The customer record appears in the Customer Detail window, General Info tab.  We need to verify the activity that we are going to enter as a service.To do so, click on the Activities tab.
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Presentation Notes
From the Activities tab, we see the customer attended the Job Search Workshop on January 7th, 2017 and it was conducted by partner staff.     The customer information illustrated in this webinar was created in the OSOS Test environment.  So please remember, for new awardees, you will be looking for services that are within the program year 7/1/17-6/30/18.  The Activity Type and Activity Date are important data points to note as they will be required when entering the service.Now that the activity is verified, we can enter it as a service.From the navigation buttons at the bottom of the customer record, click Services.
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OSOS navigates to the Services window, Agency Info tab.  Verify that the customer is active in the appropriate agency for the Sector Partnership grant funding stream.From here, click on the Services tab. 
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Presentation Notes
The services tab lists all services entered to date.  Verify that the service does not already exist, and click New Service. 
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Presentation Notes
This brings us to the Provider module, Offering search window, Quick Search tab to find the offering.   If the Offering ID is known, enter it in the ID1 field and click Search.If the Offering ID is not known, click the General Info tab to search for the offering. 



Presenter
Presentation Notes
The General Info tab allows for various search criteria to be entered to find the desired offering.  ��As you are aware, there are designated LWDAs that have received this funding.  If the correct area is not populated in the WIB field, please select the appropriate WIB from the drop down menu to ensure SP-ECS funding will be available.  
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Enter any other relevant search criteria.  For this scenario, we are looking for the Workshop offering that will correspond with the activity, so workshop has been entered in the Service Name field. Click Search.
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The search found one offering that meets the criteria.  Review to verify and click Return to Search.
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The Offering is now listed and available for selection.    If the initial search had multiple offerings that matched the search criteria, they would be listed here.Check the box for the desired offering and click Schedule.
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Upon clicking the Schedule button, OSOS navigates back to the Customer module, Services window, Services tab where we enter the service.  As you can see, the offering has now pre-populated some of the Services Detail information including Service name, Description, Service Type, etc.  The following fields will need to be entered:Plan Start Date  Plan End Date  Actual Start DateActual End Date Completed Successfully and Program Service Type (Basic Career Services, BCS – Staff Appt, Follow Up, Individualized Career Services, ITA – Training, Non ITA Training, Youth Services)
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Presentation Notes
Remember, the activity we are entering as a service is the Job Search Workshop  that the customer attended on January 7th, 2017. This information is required in the service detail and must match, so we enter January 7th, 2017 and select YES, it was Completed Successfully.For Program Service Type, we selected Basic Career Services because we are entering the service for the Job Search Workshop.  Now, click Save
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Presentation Notes
The service is now added to the customer record.  Click Save at the bottom of the screen. 
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Presentation Notes
Now we must add the funding source.Click the box to highlight the appropriate service if it is not already selected. In the Funding section, enter $1.00 into the Total Funding field and click Add.
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Presentation Notes
Upon clicking Add, the Funding Wepbage Dialog window appears. Find the SP-Enhanced Career Services Funding Source and check the box to highlight.Enter $1.00 in the Obligated Amount.  The Obligated Percentage field will auto-fill.  Click OK.
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The Funding has now been attached to the service.  Click Save.
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Presentation Notes
The service and funding are now complete and this individual will now be considered as an SP-NEG ECS participant.



Re-opening an 
Enrollment

Presenter
Presentation Notes
In some instances, the dislocated worker will have exited their enrollment.  In these instances, the enrollment will have to be reopened before you can change a funding source, or add a new service. If you try to add or edit a backdated service for a customer who has exited, OSOS does not allow it because the date of the service is prior to the exit date.  The typical error received is “Service State Date cannot be earlier than the latest program exit date”.  However, the error message is not provided until the final save after all of the service and funding data has been entered.  For the sake of efficiency and to avoid rework, we recommend verifying customer enrollment status prior to data entry and start with those customers with open enrollments.   Please note that the record must be edited the same day that the enrollment has been reopened.  If the record is reopened and no service is added that day,  OSOS will update overnight and the customer will exit the enrollment again.  To avoid additional work, ensure the record is updated the same day the enrollment is reopened.Also, if you come across customers who have exited one enrollment and have unrelated services in another enrollment, the record should not be altered. We will now walk through the steps to determine the enrollment status and how to re-open an enrollment if the customer has exited.  You can also contact OSOS help desk to open the enrollment for you.  
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Presentation Notes
For this scenario, we have a dislocated worker with a job search planning activity on July 29th, 2016 that we tried to add as an SPG funded service.    Again, please remember, The customer information illustrated in this webinar was created in the OSOS Test environment.  For new awardees, you will be looking for services that are within the program year 7/1/17-6/30/18.  
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Presentation Notes
When saving the service after all of the data entry, we received this error message.   “Service Start Date cannot be earlier than the latest program exit date”. Again, this error was received because the customer has exited and the enrollment is closed.  The enrollment needs to be re-opened so the service can be added.
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Therefore, we strongly recommend verifying enrollment status prior to data entry.�To do so, enter the customer record.  And from the General Info tab, click the Enrollments button. 
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The Customer Enrollments window appears and lists all of the customer’s enrollments.    Click on Exit Date in the title bar to sort enrollments by date.  The latest enrollment for this customer is July 18, 2016 through September 12, 2016.    For this scenario, the service to be added is dated July 29th, 2016 - prior to the Exit Date of September 12, 2016.  This enrollment must be re-opened before the service can be entered. Now…how to open the enrollment…From the Customer Enrollment window, click the Close button
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This brings us back to the General Info tab.  To open the enrollment, click Services from the navigation buttons at the bottom of the customer record.
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OSOS Navigates to the Services window, Agency Info tab.  No action is required on this screen.Click the Enrollments tab. 
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The Enrollments tab lists all of the customer enrollments by Program Type.  Click the Enrollment Date button in the title bar to sort the enrollments by date for the latest enrollment to appear at the top of the list.
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Click the Common Measures Program Type for the enrollment that needs to be re-opened.  Common Measures is the only Program Type that allows the enrollment to be opened.The Exit Info section provides the details of how the customer exited the enrollment.  For this enrollment, the customer auto exited after 90 days, which is the most common Exit Reason.In the Exit Reason field, click the drop-down button.
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Scroll to the top of the list and select the null/blank space.
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As you can see, the exit date is now blank and the enrollment is considered open.  Click Save.The customer record now requires a refresh to show the open enrollment.  
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To refresh the record, Click the Customer Detail button 
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OSOS navigates to the General Info tab of the customer record.Click the Enrollments button.
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The Customer Enrollments pop-up appears to verify the exit date has been removed and the enrollment is now open.  Click Close to return to the customer record.
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Now that the enrollment is open, we can add the service.  Click Services.
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The data entry remains the same as we reviewed at the beginning of the presentation.Click the New Service button.
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We are now in the Offering Search window.  Click the General Info tab to find the service to add to the customer record. Because only certain LWDAs received the Sector Partnership grant funding, we verify the WIB, and then enter any other search criteria.  As we recall, the activity we are turning into a service for this scenario is Job Search Planning conducted on 7/29/16.  To find the offering, we use “job search” in the Service Name field.Click Search.
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From the list of potential services, select the desired service and click Schedule.
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Presentation Notes
As before, OSOS navigates back to the Customer module, Services window, Services tab.  OSOS has pre-populated some of the Services Detail information such as the Service Name, Service Description, Service Type, etc.  All of the grayed out fields.We will need to enter the following fields:Plan Start Date  Plan End Date  Actual Start DateActual End Date Completed Successfully and Program Service Type.  
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This information must match the original activity conducted on 7/29/16 because now we are simply re-entering the activity as a service.   Once the information is entered, click Save
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Now we must add Sector Partnership-Enhanced Career Services as the Funding Source.Click to highlight the service that we just entered if it is not already selected. In the Funding section, enter $1.00 into the Total Funding field and click Add.
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Upon clicking Add, the Funding Wepbage Dialog window appears. Find the SP-Enhanced Career Services Funding Source and check the box to highlight.Enter $1.00 in the Obligated Amount.  The Obligated Percentage field will auto-fill.  Click OK.
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The SP Funding has now been attached to the Job Search Planning service.  Click Save.



Presenter
Presentation Notes
The service and funding are now complete and the individual will now be considered as an SP-NEG ECS Participant. The enrollment will exit again through the overnight process.
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Questions?

Presenter
Presentation Notes
Questions
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OSOS Help Desk: (518) 457-6586 
help.osos@labor.ny.gov

DEWS Performance: 
dews.performance@labor.ny.gov

Presenter
Presentation Notes
Here is the contact information for the OSOS Help Desk if you need assistance at anytime.  We are here to help!Also if you would like help with identifying dislocated workers that may have the potential to be eligible for the SP-ECS funding,  contact the performance mailbox at:  **ENTER DEWS PERFORMANCE MAILBOX INFO**. Thank you everyone!


	Slide Number 1
	Agenda
	Eligible Activities/Services
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Slide Number 32
	Slide Number 33
	Slide Number 34
	Slide Number 35
	Slide Number 36
	Slide Number 37
	Slide Number 38
	Slide Number 39
	Slide Number 40
	Slide Number 41
	Slide Number 42
	Slide Number 43
	Slide Number 44
	Slide Number 45
	Slide Number 46
	Slide Number 47
	Slide Number 48
	Slide Number 49
	Slide Number 50
	Slide Number 51
	Slide Number 52
	Slide Number 53
	Slide Number 54
	Slide Number 55
	Slide Number 56
	Slide Number 57
	Slide Number 58
	Slide Number 59
	Slide Number 60
	Slide Number 61

