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What is REOS?

REQOS is an acronym for Re-Employment Operating System. REOS is used by staff in the NYS
Career Centers of the NYS Department of Labor to manage scheduling operations for
customers receiving services. REOS is used to schedule appointments (in most cases,
mandatory Ul appointments) and to send corresponding appointment notices. REOS also
contains a “log and control” screen that is updated once per week after staff in the TCC record
log notations or control messages on the customer's Ul record.
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Setting up REOS

You will need to use Internet Explorer (IE) to open and use REOS. However, you may first need
to make a few adjustments to the browser to allow all functions of REOS to run properly.

Currently, most DOL users have Internet Explorer version 11 installed on their PC. Some may
be using an older version of Internet Explorer (in most cases, IE8). To identify which version you
have installed and to learn how to configure the browser, please refer to the guide found on the
DOL webpage at:

https://labor.ny.gov/workforcenypartners/osos-reos-browser-setting-and-maintenance.pdf

Opening REOS

The most up-to-date web address link for REOS will be posted on the DOL Intranet at the
bottom of the home page, under “Personal Links.” You may bookmark the link, but be mindful
that whenever a new version of REOS is released, you will need to use the updated link which
will be posted on the DOL Intranet.

http://sdolintranet:81/cookies/cityenter.asp
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110000 - 11ime and Allengance

11/10/2016 - Issues with the State | earning Management System

11/9/2016 - Reminder: Information Technology Services Help Desk update [

OSOD Announces Archives
WY W,

Pre-Retirement Planning Seminars - Aug-Dec 2016

NYS-CSEA Parinership: Microsoft Excel 2013 Certificate Program

Adult Education Basics: Capital Region Program for CSEA-Represented Employees - Fall 2016
NYS & CSEA Partnership Tuition Benefits Program for 2016

Employee Relations Training for Managers and Supervisors 2016
2015/2016 CSEA Tuition Benefits Program

2016 Professional Development Programs for PEF-Represented Employees

=

|Personal Links Personali

Statewide Learning Management System (SLMS)
One-Stop Operating System (0S0OS)
Re-employment Operafing System (REOS)

New York State Department of Labor is an Equal Opportunity Employer/Program.
Auxiliary aids and services are available upon request to individuals with disabilities.

Logging In

To log in to REOS, enter your user name and password. This is the same user name and
password you use to access AOSOS. Most often, the user name is you RACF ID. Click “Login.”
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Please enter a valid username and password

[ ] —

passmort: [ efmm—

<=

Last Revised: 9/2/2016
Version: 1.8.2

existing user, an overnight update is required. For that reason, if your account was
created or added today, you will have to wait until the following business day to access
REOS.

% Note: When a new OSOS account is created or when a REOS account is added for an

Main Menu

After you successfully login, you will see the main menu. The five items on this menu contain all
of the functions of REOS.
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Main Menu

Search

The search section consists of nine tabs that can be used individually or in combination with one
another to set specific customer search criteria.

_

Quick Search

Customer ID Customer SSN

1D 1: ID 6: S5N 1: SSN 6:
1D 2: ID 7: SSN 2: SSN 7:
1D 3: ID 8: SSN 3: SSN 8:
1D 4 ID 9: SSN 4: SSN 9:
1D 5: ID 10: SSN 5: SSN 10:

Customer Name

] e REOS Record Status: -
o (e Middle Initial:
] . - - g il
Last Name: Exact match Status Changed Date: -
REOS Create Date: M -

ey  (ebdosipes] (il 0 e (o)
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Customer ID

To search by this field, type up to ten customer IDs in the space(s) provided by ID
1 through ID 10. Please note: You are unable to search for both ID number(s) and SSN
number(s) in the same search.

Customer SSN

To search by this field, type up to ten social security numbers (without typing the dashes
- the system will automatically enter the dashes) in the space(s) provide by SSN

1 through SSN 10. Please note: You are unable to search for both ID number(s) and
SSN number(s) in the same search.

Customer Name
To search for a customer by name, type in their first name, middle initial, and last name.
Last name is the only required field, so if you do not have the first name or middle initial,

you may leave those fields blank. If you do not know the exact spelling of the name, un-
check the box next to "Exact Match" and the system will return similar results.

REOS Record Status

To search for individuals with a specific REOS status, click on the REOS Record
Status drop down box and select a status from the list provided.

Status Changed Date

To search for individuals who have changed statuses for a specific date or range of
dates, click on the Status Changed Date drop down box and select an option from the
list provided.

REOS Create Date

To search for customers by the date their record was downloaded into REOS, click on

the REOS Create Date drop down box and select an option from the list provided and
enter the date or range of dates to search.
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Geographic
X — Customer . . Scheduled - Employment Advanced
Quick Search Charactaristics Job Titlas UI Eligibility s Activities et Tritane

County
City Zip Code

County 1: -
City 1: Zip Code 1:

LTy 2 hd City 2: Zip Code 2:

County 3: - City 3: Zip Code 3:

County 4: . City 4: Zip Code 4:
City 5: Zip Code 5:

County 5: -

Office Assignment Staff Assigned 0S0S

TCC

= - Staff

Office: Name: -

Region: -

Reporting -

Office 1:

Reporting -

Office 2:

Reporting -

Office 3:

LWIA: - S

County

To search by county, click on the County 1 drop down box and select a county from the
list provided. You can search for up to five counties by repeating this process for the
additional county drop down boxes.

City

To search by city, type the city name in the space provided next to City 1. You can
search for up to five cities by repeating this process for the additional city boxes.

Zip Code

To search by zip code, type the zip code in the space provided next to Zip Code 1. You
can search for up to five zip codes by repeating this process for the additional zip code

boxes.
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TCC Office

To search by TCC office, click on the TCC Office drop down box and select an office
from the list provided.

Region

To search by region, click on the Region drop down box and select an option from the
list provided.

Reporting Office

To search by reporting office, click on the Reporting Office 1 drop down box and select
an office from the list provided. You can search for up to three reporting offices by
repeating this process for the additional reporting office drop down boxes.

LWIA

To search by LWIA, click on the LWIA drop down box and select an LWIA from the list
provided.

Staff Name

To search by OSOS staff person assigned, click on the Staff Name drop down box and
select a name from the list provided.
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Customer Characteristics

Qe-Employment Operating System

7 Customer Scheduled N Employment Advanced
Quick Search ‘Geographic Characteristics Job Titles UI Eligibility Appointment Activities History Options

Work Search

g Seareh [V prmary Language 1: ]
599 Status: - Primary Language 2:
Shared Work Status: Primary Language 3:
SEAP Status: Veteran Status:
Union Status: Veteran Disabled:
Temporary Layoff: Profile Score: l:l li
TLO RTW DT: v = | 0508 Record Status:
Seasonal: 0S0S Job Seeker Status:
Seasonal RTW DT: v (] ‘ | Rapid Response:
Education Level: Rapiditsphaseipais: \—lv l—lil I 3
HEA Status: NY.GOV Account:
Main Menu | | Follow Ups | Schedule ‘ Search ‘ ‘ Reset ‘

Work Search Required Status

To search by work search required status, click on the Work Search Required
Status drop down box and select Yes or No.

599 Status
To search by 599 status, click on the 599 Status drop down box and select Yes or No.
Shared Work Status

To search by shared work status, click on the Shared Work Status drop down box and
select Yes or No.

SEAP Status

To search by SEAP status, click on the SEAP Status drop down box and select Yes or
No.

Union Status

To search by union status, click on the Union Status drop down box and select Yes or
No.
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Temporary Layoff

To search by temporary layoff status, click on the Temporary Layoff drop down box and
select Yes or No. Click on the drop down menu next to TLO RTW DT to enter a specific
date or date range.

Education Level

To search by the customer's education level, select the Education Level drop down
menu and choose the appropriate option.

Seasonal

To search by seasonal status, click on the Seasonal drop down box and select Yes or
No. Click on the drop down menu next to Seasonal RTW DT to enter a specific date or
date range.

REA Status

To search by the customer's REA status, select the REA Status drop down menu and
choose the appropriate option.

Primary Language

To search by primary language, click on the Primary Language 1 drop down box and
select a language from the list provided. You can search for up to three primary
languages by repeating this process for the additional primary language drop down
boxes.

Veteran Status

To search by veteran status, click on the Veteran Status drop down box and select Yes
or No.

Veteran Disabled

To search by veteran disabled status, click on the Veteran Disabled Status drop down
box and select an option from the list provided.

Profile Status

To search for individuals that have a profile score equal to a specific score or range of
scores, click on the Profile Score drop down box and select an option from the list
provided. Type the score in the first space provided. If you selected Between from the
Profile Score drop down box, you will need to type a score in the second space
provided. This gives you the option of selecting a range of scores.
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OSOS Record Status

To search by OSOS record status, click on the OSOS Record Status drop down box
and select a status from the list provided.

OSOS Job Seeker Status

To search by OSOS job seeker status, click on the OSOS Job Seeker Status drop
down box and select a status from the list provided.

Rapid Response

To search by rapid response status, click on the Rapid Response drop down box and
select Yes or No.

NY.Gov Account

To search by customers who do or do not have an NY.Gov Account, click on
the NY.Gov Account drop down box and select Yes or No.
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Job Titles

. s Customer S Scheduled P Employment Advanced
Quick Search Geographic E e e U1 Eligibility AErrETiTiTt Activities i Frrne
0O*Net Titles
Please select an ONET Title field to enable ONET Title category search fields

0S50S Desired O*NET Title O*NET Coded UI Job Title 9 None
Category:
Title Desired: | Please Select an O*Net Category
Category:
Title Desired: | Please Select an O*Net Category
Category:

Title Desired: | Please Select an O*Net Category

Demand Occupation: Statewide Regional Ik
UI Job Title: V| Exact match
Work Experience: - {months)

Main Menu Follow Ups Schedule Reset

OSOS Desired O*Net Title

To search by the OSOS desired O*NET title, select the OSOS Desired O*NET

Title option, click on the first Category drop down box and select a category from the list
provided. Click on the Title Desired drop down box and select a title from the list
provided. You can choose to search for up to three of the category and title
combinations. You can choose to search for titles that are statewide or regional demand
occupations by clicking on the Demand Occupation drop down box and selecting an
option from the list provided. Please note: When searching by demand occupations,
statewide is the default option. If you would like to search for regional demand
occupations you need to select the Regional option before you begin your search.

OSOS Coded Ul Job Title

To search by the O*NET coded Ul job title, select the O*NET Coded Ul Job Title option,
click on the first Category drop down box and select a category from the list provided.
Click on the Title Desired drop down box and select a title from the list provided. You
can choose to search for up to three of the category and title combinations. You can
choose to search for titles that are statewide or regional demand occupations by clicking
on the Demand Occupation drop down box and selecting an option from the list
provided. Please note: When searching by demand occupations statewide is the default
option. If you would like to search for regional demand occupations, you need to select
the Regional option before you begin your search.
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Ul Job Title

To search by the Ul job title, type the title in the space provided next to Ul Job Title.
Please note: If you are not sure of the exact title name, you can search similar spellings
by clicking on the box to the left of Exact match. This will remove the check mark from
the box.

Work Experience

To search for individuals that have a specific number of months experience or range of
experience, click on the Work Experience drop down box and select an option from the
list provided. Type the number of months experience in the first space provided. If you
selected Between from the Work Experience drop down box, you will need to type a
number in the second space provided. This gives you the option of selecting a range of

experience.
Ul Eligibility
Quick Search Geographic Chgf.:?er:.iécs Job Titles nE;r;‘eﬂdtL;‘]ee?_‘t Activities Emﬁl;:ts;r:\fent Ag;ar;iesd
Effective Days Used: A
UI Rate: hd
Benefit Year Ending Date: A 1] 1]
Last Certification Date: - 1] 1]
Effective Claim Date: - 1] 1]
Additional Claim Date: - 1] 1]
Reopened Claim Date: - 1] 1]
Migration Date: - 1] 1] L\\,

UCX Indicator: -

Main Menu Follow Ups Schedule Reset

Effective Days Used

To search for individuals that have used a specific number of effective days or range of
effective days, click on the Effective Days Used drop down box and select an option
from the list provided. Type the number of effective days in the first space provided. If
you selected Between from the Effective Days Used drop down box, you will need to
type a number in the second space provided. This gives you the option of selecting a
range of effective days used.

Ul Rate
To search for individuals that have a specific Ul benefit rate or range of Ul benefit rates,

click on the Ul Rate drop down box and select an option from the list provided. Type the
Ul benefit rate in the first space provided. If you selected Between from the Ul Rate drop
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down box, you will need to type another Ul benefit rate in the second space provided.
This gives you the option of selecting a range of Ul benefit rates.

Benefit Year Ending Date

To search for individuals that have a benefit year ending date equal to a specific date or
range of dates, click on the Benefit Year Ending Date drop down box and select an
option from the list provided.

Last Certification Date

To search for individuals that have a last certification date equal to a specific date or
range of dates, click on the Last Certification Date drop down box and select an option
from the list provided.

Effective Claim Date

To search for individuals that have an effective claim date equal to a specific date or
range of dates, click on the Effective Claim Date drop down box and select an option
from the list provided.

Additional Claim Date

To search for individuals that have an effective claim date equal to a specific date or
range of dates, click on the Additional Claim Date drop down box and select an option
from the list provided.

Reopened Claim Date

To search for individuals that have an effective claim date equal to a specific date or
range of dates, click on the Reopened Claim Date drop down box and select an option
from the list provided.

Migration Date

To search for individuals that have an effective claim date equal to a specific date or
range of dates, click on the Migration Claim Date drop down box and select an option
from the list provided.

UCX Indicator

To search for individuals with or without a UCX status, click on the UCX Indicator drop
down menu and select Yes or No.
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Scheduled Appointment

Customer

Characteristics: 230 Tz

Quick Search Geographic

Scheduled Appointments

Appointment Purpose:

Appointment Date:

Appointment Time:

Appointment Location: -

Scheduled By:

Scheduled On:

Attended:

Reason Mot Attended:

Letter Type: -
Letter Date:

Pools

Select Pool: () RSO Pool )
Status:

Pool Date: -

R Scheduled R Employment Advanced
U1 Eligibili Activities ey e
-
- o]
-
-
- o]
-
- o]
Rescheduled Pool
-

Appointment Purpose

To search by appointment purpose, click on the Appointment Purpose drop down box
and select an appointment purpose from the list provided.

Appointment Date

To search for individuals that have an appointment date equal to a specific date or range
of dates, click on the Appointment Date drop down box and select an option from the

list provided.
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Appointment Time

To search by appointment time, type the time of the appointment you are searching for
in HH:MM format in the space provided next to Appointment Time, click the drop down
box to the right and select AM or PM.

Appointment Location

To search by appointment location, click on the Appointment Location drop down box
and select an appointment location from the list provided. Please note: This feature can
not be used in combination with the Geographic tab. Therefore, when using this feature
you will only be able to search for individuals with a reporting office equal to the office
you are currently signed into.

Scheduled By

To search by the staff person who scheduled the appointment, click on the Scheduled
By drop down box and select a staff person from the list provided.

Scheduled On

To search for individuals that had an appointment scheduled date equal to a specific
date or range of dates, click on the Scheduled On drop down box and select an option
from the list provided.

Attended

To search by appointment attendance results, click on the Attended drop down box and
select Yes (attended), No (did not attend) or Neither (no appointment result was
recorded).

Reason Not Attended

To search by reason not attended, click on the Reason Not Attended drop down box
and select a reason from the list provided.

Letter Type

To search by letter type, click on the Letter Type drop down box and select a letter type
from the list provided. Please note: This feature can not be used in combination with the
Geographic tab. Therefore, when using this feature you will only be able to search for
individuals with a reporting office equal to the office you are currently signed into.

Letter Date

To search for individuals that have a letter date (date the appointment was scheduled)
equal to a specific date or range of dates, click on the Letter Date drop down box and
select an option from the list provided.
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Tools

To search by which pool a customer might be in, click the radio button next to
either RSO Pool or Reschedule Pool. Next, select a status from the Status drop down
menu and set a pool date from the Pool Date drop down menu.

Activities

Customer

. LA Scheduled " Employment Advanced
Characteristics Job Titles U Eligibility Appuintment History Options
3] i

Activity

Quick Search Geographic

4

Last Served Date:

Activity Type: Please Select an Activity Category ~

Created On: | H | H
Category 1: v Created By: -
Due Date: | 3 | H

Staff Assigned:

Activity

Activity Type: Please Selectan Activity %tegory -

Created On: | E | H
Category 2: Created By:
Due Date: | 3 | H

Last Served Date

To search for individuals that have a last served date (date of the individual’s last
service) equal to a specific date or range of dates, click on the Last Served Date drop
down box and select an option from the list provided. Please note: When searching by
last served date you are limited to searching for individuals that are assigned to the
office you are currently signed into and search date(s) within 90 days.

Category

To search by an activity category, click on the Category 1 drop down box and select an
activity category from the list provided. Once you have selected your category, narrow
down your search by adding information the Activity Type, Created On, Created

By, Due Date, and/or Staff Assigned fields. You can do this for up to two different
categories.
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Employment History

Quick Search Geographic Ch(a:lriasggerpiggics Job Titles U1 Eligibility A[S;([:nr;?rldtﬂ:?'lt Activities Ag;?ir;;esd
Previous Employment
Employer: Exact match
Employer FEIN:
Employer NAICS:
Work Location: %
Salary: A $,7 Unit: T

Employer

To search by employer name, type the employer name in the space provided next
to Employer. Please note: If you are not sure of the exact name and spelling of the
employer, you can search similar spellings by un-checking the box next to "Exact
Match".

Employer FEIN

To search by the employer’s FEIN number, type the FEIN in the space provided next
to Employer FEIN.

Employer NAICS

To search by the employer’'s NAICS number, type the NAICS in the space provided next
to Employer NAICS.

Work Location

To search by the individual’s work location, type the work location in the space provided
next to Work Location.
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Salary

To search for individuals that have a specific salary or range of salaries, click on

the Salary drop down box and select an option from the list provided. Type the salary in
the first space provided. If you selected Between from the Salary drop down box, you will
need to type another salary amount in the second space provided. This gives you the
option of selecting a range of salaries. Click on the Unit drop down box and select an
option from the list provided

Advanced Options

Scheduled

|
- Employment Advanced
Appointment HEDVIES History

Customer

Quick Search Geographic e e Job Titles U1 Eligibility
Display Results Sort Results
500 Status i Customer ID *Choose up to three fields to sort on:
Activity Type 1=l Last Name Sort 1: -
Additional Claim Date First Name Fnne .
Address Add == )
Appointment Purpose Sort 3: -

Appointment Date & Time

Appointment Location

Appointment Scheduled By

Attended

BYE Date 2
Available Fields Displayed Fields

K

This screen gives you the option of displaying additional fields to your search results. To add an
available field(s), make a selection from the Available Fields list under Display Results and
click on the Add >> button. You can also remove a selection from the list of displayed fields by
selecting the field you would like to remove from the Displayed Fields list provided and click on
the Remove << button. You will need to repeat this process for each selection you would like
displayed or removed.

You can choose up two three of your criteria to sort your search results by (this is optional).
Select them from the drop down menus under Sort Result.

When all of your search criteria are set, click on Search at the bottom.
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Search Results

Search results will display as a list of customers with (at a minimum) Customer ID, Last Name,
and First Name. Additional display result categories can be added by going to the Advanced
Options screen before the search is conducted. From this screen, you can View Follow

Ups, Create Follow Up, view Customer Detail, conduct a new or revised Search, Add a
Comment, conduct a Group Update or return to the Main Menu.

Check All || Check Range Your search has returned 380 results.

Mer E)) Last Name | First Name [

FolowUps |[ CustomerDetail ||  Seach || Schedule |[ AddComment || GroupUpdate || MainMenu

If your search returns no results based on the criteria entered, you will see this screen.

Search Results

No results were found meeting that criteria.

| NewSearch || Previous Search || ManMenu |
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Group Update

The Group Update feature allows you to update any of the following features for multiple
customers at once:

Primary Language

Reporting Office

Union Status and Union ID

TLO Status and RTW Date

Seasonal Status and Seasonal RTW Date

The Group Update feature is accessed from the Search Results screen

Uncheck All}| Check Range Your search has returned 59 results.

Row = Customer Last First
# El 1D &l Name &l Name

FollowUps |[ CustomerDetail ||  Search
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To update any of the fields for the selected group, either choose from the drop down menu or
type a value into the text box and click "Save."

General Customer Info

Primary Lang.: w

ing Office:| SARATOGA SPRINGS V|

Union(PD): Yes O No () Union ID #:
TLO: Yes O No O mnme:l:l
Seasonal: Yes ) No () mnme:l:l

Updated Jan 2017

23| Page




Qe—Employment Operating System
Follow Ups

The Follow Up section of the Main Menu only allows you to view, edit, remove and/or print
follow up appointments.

To create a follow up, you must click the "Follow Up" button on the Customer Detail screen or at
the bottom of the search results screen.

Search Results | @

Check All ||Che€|< Rﬂﬂgel | Your search has returned 365 results.

. Work .
Row Customer Last " _ o Reporting [
# El D El Name Bl First Name |} ‘f;te;t':lg El Office

T woomsco7ee ooy [owmere ves lauevs s
| |

I3 woousioes uoman |0 ves laiensrus.
| |

Cls oo ey mmoc ves laiensrus.
| |

"l wvooszasoto sncnmauir/onmos —ves laievs s
| |

Clo wommioven  Joeawe e laewsraus.
= W

[J|11 |NY011013010 |BAKER DUANE Yes GLENS FALLS

‘@ Customer Detail || Search || Schedule || Add Comment || Group Update || Main Menu

When you click on the "Follow Ups" button on either one of these screens, you can choose
to View Follow Ups or Create Follow Up from the drop down menu.

Follow Ups

View Follow Ups
Create Follow Up
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View Follow Ups

Once you are on this screen, you can filter the list of Follow Ups by any combination of Due
Date, Assigned To, SSN, and/or Purpose. Once you have entered your filter criteria, click on the
Filter button and only the follow ups that meet the filter criteria will be displayed.

—
Follow Up
Follow Up I
Follow Up Search

Due Date: ‘ v || ‘E] I | Assigned To: ‘ V|

SSN: Purpose: ‘ V‘

Due A95|gned Customer
Purpose SS5N Phone # Comment
[] 12/02/2016 ADAM Insufficient Work Search CYNTHIA (518)494-2726 Follow up to review work
BAERTSCHI Follow-up ARCHAMBAULT search record

[] 12/02/2016 ADAM Insufficient Work Search ESTHER BARRETT  (518)893-2407 Follow up to review work
BAERTSCHI Follow-up search record

] 12/02/2016 ADAM Insufficient Work Search SALTMAH (518)410-6585 Follow up to review work
BAERTSCHI Follow-up BADRUDIN search record

[] 12/02/2016 ADAM Insufficient Work Search JULIA BAKER (518)644-2169 Follow up to review work
BAERTSCHI Follow-up search record

| Check Al || CustomerDetail || EditFolowUp || Remove FollowUp || PrintFollow Ups |
| Main Menu || Ofice Follow Ups || Schedule || New Search || Search Results |

From this screen you have options to view Customer Detail, Edit Follow Ups, Remove Follow
Ups, and/or Print Follow Ups. Click the box to the left of the customer you wish to perform any
of these options for. You can also select or deselect all follow ups by clicking the "Check All" or
"Uncheck All" button at the bottom.
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Create Follow Up
To create a follow up, choose the follow up date, choose your name from the drop down menu

next to "Assigned To" (optional), choose a type of follow up from the "Purpose" drop down
menu, enter a comment about the follow up (optional), and click Save.

Follow Up

Enter Due Date

(required) -n-"n“é@ Assianed [BAERTSCHL ADAM v- Enter your
Purpose:| Insuficient Work Search Followup v/ name (optional)

Enter Purpose

(reqUired) Comment:[z11 0w up to review work search record N
Enter a comment
(optional)

(S| [imasstun] |mCarce|
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Schedule
The "Schedule" selection will bring you to the Scheduling Menu. Here you can go to view/edit

existing appointments, add new appointment slots, enter appointment results, schedule the
weekly office download, and maintain your office's contact and address information.

Scheduling

" View/PrintApps

| Record ApptResults |

| Pools |

Main Menu ,|

View/Print Appts

To view and/or print already-scheduled appointments, select the radio button next to
either "By Appointment" or "By Date(s)". The "By Appointment" drop down menu will list
all scheduled appointments. The "By Date(s)" option allows you to find appointments
scheduled for a specific date or time period. Once a list of appointments appears, you
will have an option to "Print List" at the bottom of the screen.
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By Appointment

Scheduling

View /Print Scheduled Appointment Listings

Select an Appointment

Select an

g .
12/14/2016. 02:00 PM - 3rd RESEA/REA - CGCC Room 507 tm
12/19/2016. 04:00 PM - 2nd RESEA/REA - CGCC Room 507 appoin ent
By Date(s): O |12/20/2016. 09:00 AM - 1st RESEA/REA - CGCC Room 507

By Appointment:

A list of
customers will
appear here

By Date(s)

Scheduling

View/Print Scheduled Ap

Select an Appointment

By Appointment: O ‘

Enter a date or
date range oy oatets: O BN (P — Click "View"

A list of

d—— customers will

appear here
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Add/Edit Appointments

This section displays the list of appointments scheduled for the office you are currently
signed in to. From this screen you have the option to add, delete, or edit an appointment.

Add appointment

To add an appointment, choose an appointment purpose, set a date and time, and add
the maximum number of appointment slots for that specific appointment. Click "Add" and
the appointment will appear in the list above.

Enter an
appointment
purpose and
the date of the View/Edit/Add Appointments

appointment || . .umen purpose ritter | v|[[_show Open Appis |
' Therearenoappointments available, you may add one below.

[

To add a New Appointment to the list available above: .

— e Click
[2nd RESEA/REA v [CGCC Room 507 V| “Add" Iast
Date 12212016 |3 Time (1100 (A V] max 2 stots[1 |

Add time in this Add the number
format HH:MM of slots
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Delete appointment

To delete an appointment, check the box next to the appointment you wish to delete and
click "Delete Appt."

Scheduling

View /Edit/Add Appointments

i P FII
UrROSe e Show Open Appts

X Current |Re
Time Purpose Location
led
Check the n v| [1stRESEAIREA v| [cGCC Room 5
box E 01 V|l 2nd RESEA/REA || CGCCRoom5 v
nlumﬁ.‘zuﬂ @IOZOD PM VII 2nd Customer Engagemer VII CGCC Room 5 vI

I Delete Appt Update Appt
T —

To add a New Appointment to the list available above:

Purpose Location
[ v [cGeC Room 507 V|

oate[ |0 rme[  [[am ] Max s stors| |

[ Schedule Menu | [ MainMenu |

Edit an existing appointment

To edit an existing appointment, check the box next to the appointment to edit, change
the necessary information, and click "Update Appt."

Scheduling

View/Edit/Add Appointments

P Fll
urpose Filter: [ Shaw OpenApps |

I-“ 7

Check El=s
the box
Imfzﬁfzm? Elmm PM v|| 2ndCl5k)merEngageme|VI|CGCC Room 5 vI [ --

oemerort [ Uptmerort

T

To add a New Appointment to the list available above:
Purpose Location
[ v] [cGCC Room 507 V|

oate |3 rme[ [[AM ] Mox ¢ stots|___|

‘ Schedule Menul ‘ Main Menu ‘
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Record Appt Results

You can record appointment results on an individual customer record, or you can look up

and result appointments scheduled for the entire office.

Appointment results for individual

Search for the customer in REOS. Under the Appointments/Correspondence tab, select "Yes"
or "No" from the menu under "Attend". If the customer did not attend, select the reason the
customer did not attend from the menu under "Reason Not Attended."”

UI Issues Log and Control Status History

LYNN DAVIS NY001177831 @

. Scheadnuled Scheduled By Appt Date Letter Date | Reminder Date/Time Reminder Result med
o umoie B, aresewies  wasaois owuoew FUEGAR e [y

08/05/2016 DAVID RUMSEY 1st RESEA/REA 08/05/2016 04:30PM RSO English 08/05/2016 No, FTR Hold
[ Add Comment [ Delete Choose
L 1) n n n
(1 o P T o s Yes" or "No
Purpusel V|
_ Add
vate[ | tme[ (M~ tocation V]
Previous Save Follow Up Schedule Search Search Resulis | Main Menu 1of1

Note: When a customer (or multiple customers) are certifying for Ul benefits and are
resulted as "No" for attending and "FTR" for Reason Not Attended, you will receive a
confirmation that you want to place this/these customers on hold. Confirm that you wish
to place the hold by clicking "Yes."
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Appointment results by office

To result customer appointments by office, select the radio button next to "By Appointment".
Select the appointment type from the menu. Select "Yes" or "No" in the "Attend" field for each
customer. The "No" result requires a reason the customer did not attend. Choose an option in
the menu, under "Reason (If N)". Click "Proceed" after all results have been recorded.
Clicking "Proceed" will trigger the FTR Hold confirmation page, where you will have to
confirm that you wish to place an FTR hold on the customer's Ul benefits.

Select radio
button

Record Appointment Results
Choose an

[ 12/20/2016. 03.00 AM - 15t RESEA/REA - CGCC Room 507 \_ appointment
V] = E

| [ B cusiomer1a | Elcusomername | Bhapt  [Bhatena|  Ehreasoncrny |
E_—_
Select "Yes"
or "No"

ScheduleMenu | [ Save :q Proceed D Cancel | [ AddComment | [ MainMenu

Select an Appointment

If "No," choose
a reason from
this menu

To result customer appointments by date(s), select the radio button next to "By Date(s)" and
click "View." Follow the same procedures as above to result customer appointments.

Select

Record Appointment Results

Excused/Rescheduled

TR - If "No," choose

Failed to Retur Mailing

HIN1 Flu S tol
NotCettyng areason from

Other

Permanently Deferred
Relocated (Out Of State)
Returned Mail

‘ | Add Comment | SEAP Approved

Scheduling Problem

State Shutdown

TLODate

Transferred to Another Office

this menu




Pools

The Pools section will allow you to navigate to either the RSO Pool or the Reschedule
Pool. These pools are simply lists of customers that need to be scheduled for a specific
type of appointment at the Career Center. From this screen, you can also navigate to
the Schedule Menu or the Main Menu.
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RSO Pool

The RSO Pool will be populated each Friday with customers from the weekly Ul download.

For RESEA Offices, please refer to the RESEA Office Download Scheduling Procedure guide,
found on the DOL Intranet at http://sdolintranet:81/dews/rea/helpful-info.html.
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Reschedule Pool

When customers do not attend a scheduled appointment and are resulted as "No," REOS wiill
ask if you would like to add them to the Reschedule Pool.

JACQUELINE ALLEN 121-52-4219
Last Cert Date
12/05/2016

Selecting the radio button and clicking "Proceed" will add them to the Reschedule Pool. To
access the Reschedule Pool, you will need to navigate to the Pools section of the Schedule
Menu.

Once in the Reschedule Pool, select the radio button next to the category to schedule/view.
Select either Detail View, Delete From Pool, or Schedule.

[T

[schedule Menu | [ DetilView | [ Delste FromPool | [ Schedule | [ MainManu
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Detail View

Qe—Employment Operating System

Detail View will take you to this screen. Here you can add or remove categories to the
list view of customers. Customer ID, Last Name, and First Name are default categories
that cannot be removed.

Reschedule Pool

Category Count
) Total Poal 1]
) Week 13 Followup o

) 2ND RESEA 0
o RORESEA 0
() 15T C3E 0
oooawpcE 0
) 3RD C3E 0
o GowpcE 0
() Other 1]
Schedule Menu | | Detail View | | Delete From Pool | | Schedule | | Main Menu

Delete From Pool

When you click Delete From Pool, you will receive a confirmation window. Click "OK" to
delete all customers in the chosen category from the Reschedule Pool. Click cancel if
you do not wish to delete these customers.

Updated Jan 2017

R) orkrorcs
k‘e-Employment Operating System = N W Ygl:’ﬁ
Scheduling Pt Us ta work for yOL;

Pool

Category Count

) Total Pool 1

) Week 13 Followup [}
e

@ Are you sure that you wish to delete these customers from the Pool?

ScheduleMenull Detail View || Delete From Pool ‘l Schedule ‘I Main Menu ‘

36| Page
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To schedule appointments with an appointment letter, select the radio button next to "Schedule
Appointments with Appointment Letter" from the Select One Group Function section. Choose

an appointment purpose and letter type. Set a date, time, and max number of appointment slots.
Click "Add."

Group Scheduling
Total # of Customers In Group
Select One Group Function
Select radio
button @®  Schedule Appointments with Appointment Letter

Generate Letters Only (no appointment
scheduled

Choose

Appointment Purpose: Rescheduled 1st Customer Engagement Appt app°|ntment
Letter Type: 9nd Notice Appt Letter English purpose and

letter type

for Select Purp

There are no appointments available for the selected Purpose;
if there are no appointments for your Purpose, you may add one below.

Enter date, time, and max
# of appointment slots

To add.

zw Appointment to the listgisilable above:

[ Previous || Proceed | [ MainMenu |

After you click "Add," the appointment will appear under "Appointments Available for Select
Purpose”. You can add multiple appointments in this manner. Check the box next to the
appointment you wish to schedule and click "Proceed."

“;e-Employment Operating System ‘ “’“Y‘Qe\‘.v\i’o‘m "

Pk:i 15 TQ WOrk for you

The i was added

Group Scheduling

Total # of Customers In Group

Select One Group Function

@)  Schedule Appointments with Appointment Letter

. Generate Letters Only (no appointment

scheduled)
Appointment Purpose: R 1st Customer ppt v]
Letter Type: 2nd Notice Appt Letter English V'

for Select Purpose:

Check All
\L‘ - Date/Time m “* SII“:’S'
Check the =
ﬁ vl  01/27/2017, 10:00 AM CGCC Room 507

Computed Total Slots Available for All Selected
Appointment Date/Times

box

To add a New Appointment to the list available above:

Lecation | CGCC Room 507 v Add
we @ tme (AW ] S—— | T res ]

g —
Prevmus Pmceed Mam Menu



Review the customers scheduled and ensure that all of the appointment information is correct.
Click "Complete Scheduling."

Scheduling

Choose "Confirm and Finalize." You will be prompted to save the file. Please refer to theLetter
Generator Instructions to import and print the appointment notices.

Scheduling

Hit the "Confirm and Finalize" button to finalize the appointments.

You will be prompted to save the file;
'you must save this file for use with the Letter Generator.
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Edit Office

The Edit Office section allows you to
1. Change the office address
2. Add, edit, or delete office locations (i.e. conference room numbers)
3. Add, edit, or delete letter types

Change the office address

To change the office address, add the new address information into the corresponding
fields and click "Update."”

Office Address

Office Name: _ Fi" in fields

Address 1: |33 Glen Street | Address 2| | Address 3:|

st [NV ] 2 12801 | o Norh Coury

| Fax |

[ Update |
S —

Appointment Locations Leiter Types

[ | Appointment Location I Letter Type Letter Description

Edit |[  Delete |

Appointment Location

o

Schedule Menu | [ Main Menu

Add, edit, or delete office locations

1. To add an appointment location, select the radio button and enter the location name in
the corresponding text field at the bottom left. Click "Add."
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Scheduling

Office Address

P —

Address 1:

| ndaress3:

| nddress 2

L Tsme[ ~am[ ] cegon

| e

Appointment Locations Lener Types
||
o m nIRESZ E_001 | | BT ST 10
[C[Resz s o |l [2nd Notice Appt Letter Spanish II
nl RES_E_001 IIOthevAppt Letier English
[O|[rEs s 001 || |otier Appt Letter Spanich
ul RS0Z_E_001 I|2nd Notice RSO English | M
Edit Delets

2. To edit an appointment location, select the radio button next to the appointment location
you wish to edit. The text box will allow data entry after the button is selected. Make the

appropriate changes and then click "Edit."

Scheduling

Office Address

otcatame: [ ]

Address 1:

| nddress3:

| nddress 2]

[ Tstta[ v zm[ ] region
| Fax

Appointment Locations Letter Types
[ | Appointment Location I Letter Type Letter Description

| Edit ][ Delete |

Appointment Location

@® |Conference Room B | o]
AT
_

[ schedule Menu | |
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3. To delete an appointment location, select the radio button next to the appointment
location you wish to delete. Click "Delete."

Scheduling
Edit Office

Office Address

o ame: ]

Address 11 | | Address 2: | | address 3:

L Jsme[ ~zm[ ] cegion]

| Fax:| |

Letter Types

| | letterfype | Letter Description |

o EE e

|G [Resz s o0 216 Notice AppiLeter Spanish II

| o | GENE] Wlcve Aopiiene Engish [ |

nl RES_S_001 II Other Appt Letter Spanish I

Bllrsczeon Ml2neNoticeRs0Englisn M
|

T osee ) En || owe
¢

Appointment Location
o | ol

Schedule Menu | [ MainMenu |

Add, edit, or delete letter types

1. To add letter types, click on the radio button next to the blank text box under "Letter
Type." Type in the name of the letter exactly how it appears in the REOS Letter
Generator/Letters folder. Briefly describe the letter in the "Letter Description"” field. The
name you choose here will appear in the drop down menu when scheduling. Click "Add."

rygarnes - ) wpen - Foe i e s = Ly we

| Newburgh Dste modified Type Size =

|/ Niagara Falls

10 Norwich

|\ Ogdenshurg
Edit Office '} Olean

)l Outof Use 1/5/2017841AM  File folder
9/30/2016 11:39 AM__ Microsoft Office ...
i) C3E Follow-Up Appointment 0/30/2016 1139 AM _ Microsoft Office ...
! l] C3E1t Appointment 9/30/2016 11:38 AM  Microsoft Office ...
i Oneita C3ELst Appt Spanish 9/30/2016 1138 AM  Microsoft Office
i Oneoma Career Counseling 9/30/2016 11:38 AM  Microsoft Office ...

Ows
Office Name: | Warren County One-Sto] & ouego Certifying Beyond RTW 9/30/2016 11:37 AM  Microsoft Office

)i Patchogue

Address 1: Northway Plaza r IE Peckskill Eligibility Review 9/30/2016 11:37 AM  Microsoft Office ...

@ Persturgh NAR2 1/6/201710:35 A Microsoft Office
State: W - h:'g ) NARL (Union_TLO) 9/30/2016 11:37 AM  Microsoft Office ...
3 L NAR2 (Seasonal Workers) 9/30/2016 1136 AM  Microsoft Office ..
|\ Queensbury-Gle . X
i RESEA_REA Follow-Up Appointment 9/30/2016 1135 AM  Microsoft Office ...
UL Work Search Plan Follow Up 9/30/2016 11:35 AM  Microsoft Office ...

Office Address

Date modified: 9/30/2016 11:39 AM Tags: Add atag
Microsoft Office d 97 - 2003 Document Authors: Shamus

10 [REs2_s_00i 1216 Nofice AppiLter Spanish

| o | (] RloserAopiLeterEngisn
IO(‘herApplLeﬂ.erSpanish |
[ercroicersoemgsn 7

| | - |

Appointment Location = Letter Description
e} \—ﬂ@ [1stRESEA_REA 15t RESEA Letter
[ pm

[ Schedule Menu | [ MainMenu |
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Note: For letters written in Spanish, please see this additional step.

REOS has a letter-naming convention that is required in order to trigger Spanish day-of-week
and month fields:

New York State Department of Labor

120 Bloomingdale Road 23 de enero de 2017 I
White Plains, NY 10605 .
Phone: 914-995-3926, Fax: 914-997-87385 Customer ID: NY014962276

Programa de Servicios de Re - Empleo y el Evaluacion de Elegibilidad ( RESEA )
Evaluacion Inicial

Customer Name
Customer Address

Estimado(a) Customer Name

Bienvenido al Departamento de Labor. Hemos recibido notificacién que usted ha presentado un reclamo para beneficios
de Seguro por Desempleo, v queremos ofrecerle nuestros servicios v asistencia con sus esfuerzos de bisqueda de trabajo.
Hemos programado una cita para que usted asista 2 una orientacidn sobre Servicios de Reempleo:

Este reunion durara 1 hora v media
lunes, 23 de enero de 2017 12:00 PM en 120 Bloomingdale Road, White Plains, NY

In order for REOS to provide the Spanish wording for the day-of-week and month fields, the
“letter type” name must contain the string “ S _”. For example "1stRESEA S ".

The name of the letter in the REOS Letter Generator/Letters folder should already include the

“ S_". Ifit does not, you can rename the letter template file in the folder by right-clicking on the
letter and choosing "Rename" from the menu.
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Organize * [iw, Open + Print Burn New folder = - @
j Massapequa *  MName . Date modified Type Size
Mass
'j sesena 1}l Out of Use 1/5/20178:41 AM  File folder
i Widdietown s R
j Monticello C3E Follow-Up 4 Open
j Mewburgh C3ELst Appo Edit
j o - st Appointr
¥ o CELstapptsps  New
® Ou:\nc ™ Career Counzeli Print
W oiaim "9 Certifying Beyorl 5 Convert to Adobe PDF
@ N Eligibility Review ¥ Convertto Adebe PDF and EMail
Y On ek NAR 2 T Combine supported files in Acrobat...
Oneonta — .
)\ Owego NARL (Unien_TL [ Scan with System Center Endpoint Protection...
NAR2 (Seasonal Open with »
Patch = pen wit
g pee;:;“ RESEA_REAFolld iy Share in WebEx Meeting »
L.r:"-l UL Work Search
L Plattsburgh Always available offline
(1! Poughkeepsie W) ULWSP_MUA Le| Restore previous versions
j Queensbury-Glens Falls-Warren Co VetF I[
: ollow-up 3 Send to 3
2017 PC Roll Qut
'j ° . Veteran Lst app:
j GlensFalls_REQS Letter Generation Cut
,j Application Copy
) Data
Create shortcut
,j Images T
j Letters =
,j Performancelnformation -
1st RESEA_REA Date modified: 9/30/20] d a title Categories: Add a category

i

Add comments

Microsoft Office Word 97 - 2003 Document Authors: Shamus

From here, you can follow the normal procedures to add, edit, or delete letter types to REOS.

Update

To edit a letter types, click on the radio button next to the letter that you wish to edit.
Once selected, the text boxes will become editable. Make the appropriate changes and

click "Edit."

Scheduling

Office Address

Office Name: [Wamren County One-Sto|

[Northway Plaza | Address 2: [Suite 13C

. totes [N ] 22808 ] g [CoptaiDist

[5187926811 | Fax: (5187934316 |

Address 1: | Address 3:

Phone:

Update

leller Types

Letter Type

nlnasz E_001 IIZHdNuhce ApptLefierngrsh II

5 [Reszs o 1226 Nofice AppiLeterSpanish ||

o— £l = 0

II Other Appt Letier English | |
IIOmerApp(LemerSpanish I

I2ndNuﬁce RS0 English | M

Appointment Location

O]

Schedule Menu | ‘ Main Menu

dJan 2017
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3. To delete a letter type, click on the radio button next to the letter that you wish to deleted
and click "Delete."

Scheduling
Edit Office

Office Address

Office Name: |Warren County One-Stoj|

Address 1: |No||twvay Plaza ‘ Address 2: |Suite 13C ‘ Address 3:

state: [N ] 2ip:[1280¢ "] Region: [ Capital District
[187925811 | rax: 5187934316 |

Appointment Locations leller Types

Letter Type Letter Desc

[ | Appointment Location on
Blcace oo so— o) IRESZ E_001 [0 Notice Appt Letter English II

nIRESZ 8001 IIanNuhceApptLefierSpamsh I
| o | CEEN] Wloreropticre Englich

[Gres s m | [otner Appt Leter Spanish l

u RSDZ E_001 2nd Notice RSO English
| [ET—

Appointment Location Letter Type

o]
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Change Office

This selection allows you to login to a specific office that you have access to. Select the radio
button next to the office you wish to sign in to, and click "Change Office" at the bottom.

Logout

When you click "Logout", you will see this message appear. Click "OK" to log out of REOS or
"Cancel" to remain logged in to REOS. REOS will automatically log you out if it has been idle for
a period of time. However, it is good practice to logout manually when you are done using the
system.

0 This will end your REOS session. Are you sure that you want to log off?

Lok | Gened |
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Customer Detail

Customer Detall is displayed when you search for only one customer, or when you choose the
"Detail" option from the Search Results screen. It is a detailed account of the customer's REOS

record and contains the following seven tabs:

General Info

The General Info Tab is divided into two primary sections: Customer Data and Ul
Eligibility Info. It displays the customer's contact information such as their SSN,
address, telephone number, and email address. It also displays some basic information
about their Ul claim. Any box that is white (opposed to gray) indicates a changeable
field. These include "Primary Language,” "Sign Lang Required," "Reporting Office,"
"Union," "TLO" and "Seasonal" fields. There is also a link that can be clicked in the to

view the customer's address history.

Note: Whenever a change is made to the record, you must click "Save" at the bottom of

the page to commit the changes.

Qe—!imployment Operating System

Customer Detail

UI Issues

Infol Work History
T —
REOS Status: [Active Continued
0505 1D: [NY0068471337 0S0S Status: |Active
0505 Job Seeker Status: |Active Migrate Date: |12/15/2016
SSN: Last Name: [SMYTH First Name: |HARLEY mr: |

Address: |34 BAKERS CROSSING R | Addrens Histo
city: |LAKE GEORGE state: [NY zip: [12845 County: |Warren

Phone: |(518)683-5635  Email: |harleysmyth@hotmailcom  wy.Gov Email: [hareysmyth@hotmail.com ] Changeable fleldS

and Contr atus Hi
s 5
Eff. Claim Date: |12/05/2016

BYE: IW

Last Cert. Date: [12/05/2016

# of Online caniiu:atinns:’ﬂ—

Eff. Days Used: IO—

Reopened Date:|

Addt'l Claim Date:]

UTRate:[30

Education: |Some College Primary Lang.: | English v Sign Lang. Required: [ o
Profile Score: |8 Profiled Date: |12/05/2016 Vet: Vet Disabled: Shared Wi
599: 599 End Date:
Rapid Response: [NO  Rapid Response Date: nd bate:
Union(PD): Union 1D #:
Reporting Office: [GLENS FALLS | Tee: [801
= = TLO: O RTW Date: l:l
LWIA: |SaralogalWavreanashmgmn Counties
B Seasonal: O RTW Date: :l
0S0S-Staff Assigned: Update TCC REOS Create Date: |12/16/2016
In TAA Training: TAA Petition #:
In Hearing: REA Status: NA
| Pevioss || save || FollowUp || Schedule || Search | searchesuis [ MainMenu 1of1
< >
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Customer Activity

The Customer Activity tab displays comments entered on the customers REOS and
OSOS records. It also displays OSOS activities that have been entered on the
customers OSOS record.

Note: Changes to a customer's OSOS record take an overnight update to appear in
REOS.

You can use the drop down menu to chose a category to filter the customer activity.

Qe-Employment Operating System

Customer Detail

Customer Activity] intments/Corraspondence Work History UI [ssues Log and Control Status History
HARLEY SMYTH NY006471337 &
Ly
Filter on: Activity Category All Activities/Comments !
All
o £ 5 e 5 o R R TR
12/16/2016 Update TCC To Be Scheduy| Counseling/Vac Guidance
Job Referrals
Job Outcomes
04/30/2012 Hire New 0505 Comme Crientation SAGAMORE ,Hire Date:
Other 0S0S BTAINED EMPLOYMENT BATCH
Other Service
06/27/2011 Hire New 0508 Comme 7130 - Reemployment Orientation  ; 5AGAMORE ,Hire Date:
Self-Service/Info Only BTAINED EMPLOYMENT BATCH
Special Youth Services
T T Aeae pam—. 1250g arann [T ——
Training or Work Experience
RESEA/REA Activities
DWAC Actiiies
NEG Finanical
Previ Jobs for Veterans Up Schedule Search SezrchResults | Main Menu 10of1
C3E Services
Initial Assessment Outcome
SMART2010

EUC Reemploy

NO Longer Active

Strikeforce

DVOP Services v
0S0S Comments

Appointments/Correspondence

The Appointments/Correspondence screen displays any scheduled appointments or
correspondence for the individual customer. From this screen you can record
appointment results, add a comment, and add or delete an appointment or
correspondence.
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Add a new Appointment for this customer:

Note: To add a comment to the customer’s REOS record, click the “Add Comment”
button on the Appointments/Correspondence tab. Type in the comment and click “Save.”

Create Comment

| The customer reported today and asked to be rescheduled. I
have rescheduled him for Monday, 1/30/17 @ 9:30 AM for a
Rescheduled 1st RESEA.

~
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ﬂe-Emponment Operating System
Work History

The Work History tab displays information about the customer's previous employer or
employers and their employment details. As with the General Info, any of the white text
boxes can be updated.

Note: Whenever a change is made to the record, you must click "Save" at the bottom of
the page to commit the changes.

Qe—Employment Operating System

Customer Detail

General Customer Info Customer Ativity

KAYLA GREENOUGH NY010699837 @
Start Date: [02/01/2015 Last Day Worked: |11/29/2016 Calculated Exp. (months): Reason for Separation: | Lack of Work v

Employer: [SMART WASH OF SGF LLC | City: |S GLENS FALLS State: Zip Code: | 12803
FEIN: [472297925 NaICs: [811192 Work Location: | GLENS FALLS

U Job Title: QUALITY CONTROL | satary: 4 | unit: [ v
O*NET Coded UI Job Title/Code: |Inspactors. Testers. Sorters, . and Weigh -51906100‘ Select Title mﬂal
0S0S Desired O*NET Title State Demand Occ. Regional Demand Occ. Experience
Home Health Aides ,F Yes ’0_
and Admi ive A ExceptLeg: Yes Yes ’0_
General and Operations Managers Yes Yes ’21_

Emplovers in Base Period

Last Day N Demand -
[ ] srtoote | D (BB piyer b it Codod 1o T

® 02/01/2015  11/29/2016 22 SMART WASH OF 5GF LLC QUALITY CONTROL ~ No. Inspectors, Testers, Sorters, Samplers, and Weighers -

[ Add Work History Delete Work History | 3
Previous H Save || Follow Up | Schedule Search Search Results|| Main Menu 1of2 ‘7@;;‘\\
T
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Qe-Employment Operating System

Ul Issues

The Ul Issues tab displays any Ul Issues that were reported to the Ul division through
REOS. It also displays the dates of held payments associated with any Ul Issues. Staff

u"e-Employment Operating System
Customer Detail
General Customer Info Customer mwvw’g ointments/Correspondence Work H\'stu; UI Issues| lua and Control Status H\'s!u“
Issue saved and email copy sent
KAYLA GREENOUGH NY010699837 &

UT Hold Payment From: To: ES 2nd FTR Hold Payment From: To: Remove Hold
Effective From - - - Determination

ADAM ] The customer is not available for work because he does
*@) 01/27/2017 BAERTSCHI  Barrier Not Removed/Availability o poe transportation to work.

- — T —
| ViewUllssue [ Record UlIssue J

Save [ Folowup [ Schedue || Search | [SearchResuls|[ MainMenu 1uf2‘7|@;;\

can report a Ul Issue from this screen.

Note: If there is a Ul hold placed (such as an FTR hold) in error, it can be removed from
this screen, but only on the same day the hold was place.
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Log and Control

The Log and Control tab displays information from the customer's Ul record including
any holds on payment and log notations made by representatives at the TCC. The hold
information on the left indicates what kind of hold and when it was placed. The
information on the right indicates the time frame in which Ul benefits will be placed on
hold.

Control Data

No Pay Statweek Range:

From: [01/22/2017 ,,:W
_ Hold _ o
information

No Pay Computer Messages: Statweek:

I ] [I—

Claimant Log

Create Date Comments

|[ Followup ][ Schedule || Search |[SearchResulis|| MainMenu \:f
= 8
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Status History

The Status History screen displays about the customer's current and previous REOS
status (if one exists) and when the status changed.

Status Change Date Previous REOS Status New REOS Status

[Povos | o [ rolowt [ soreaue || searn |[Seachesus][ Manwens | < P |22
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Qe-Employment Operating System

REOS Letter Generator

The REOS Letter Generator and all associated files and folders, are stored on a shared DOL
server called DEWS-BEWO-Field. To see if your PC is mapped to the correct server, click on
the My Computer Icon, and see if it is listed under "Network Location." If you do not see the
server listed, follow the instructions in this guide.

Once you are mapped to the correct drive, open the folder for your office and then the sub folder
that will have the name of your office followed by REQOS Letter Generation. The REOS Letter
Generation folder will look similar to this:

Organize = Burn New folder = - [l @
=
B Desktop * MName Date modified Type Size
& Downloads = - R )
. . Application 1/25/2017 8:48 AM File folder
= Recent Places P R )
. Data 1/25/2017 10:51 AM File folder
Thesis Mats
. Images 1/25/2017 10:54 AM  File folder
Unit Shared - Shortcut )
Letters 1/25/2017 10:28 AM  File folder
REQS Help Desk - Shertcut -
X [z Data - Shortcut 5/26/201612:41 PM  Shortcut 3KB
REOS Guide . ~
[Z] LetterGeneration - Shortcut 1/25/2017 1201 PM  Shortcut 2KB

Web Page Posting

.l Libraries
3 Documents
J’ Music
|| Pictures

BE videos

m

1M Computer
£ Windows (C:)
¥ USIAMB (\WFNPHSEN3IBZX\USERS) (H:)
® DEWS-BEWO-Field (\\dol-smb\dol_shared\DC
5 DEWS-Public (\dol-smbhdol_shared\DOLOALI

‘”‘ MNetwork
1% dol-smb
18 W2UADGIHLS -

6 items Offline status: Online
l Offline availability: Not available

Right click on the "Letter Generation" shortcut and select "Copy." Paste the shortcut to your
desktop for quick access to the Letter Generator.

REOS Help Desk

If you need help setting up the REOS Letter Generator or with any other REOS related issues,
please email the REOS help desk. at help.reos@Iabor.ny.gov.
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