Attachment A

OSOS I nstructions for Jobs Orders by Origination Source
OSOS Job Order Quick Search:

As of Version 4.2 of OSOS (Available in Production OSOS effective March 17, 2008),
job orders can be searched in OSOS by Job Order # (JO#) or Origination I1D. Job Orders
can now be searched individualy or in multiples (by entering up to 20 JO#s or
Origination IDs) on the Job Order Quick Search Screen as shown in Figure 1 below:

Figure 1: Job Order Quick Search Screen
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OSOS JO #or Order #:

The JO # is shown at the middle top of each job order record in OSOS. (See footnote <1
in Figure 2 below.) This number is assigned by the OSOS system. The OSOS Order
Number is a nine digit alpha/numeric field with the first two digits alpha characters and
the last seven digits numeric. The first two alpha characters identify the originating
source of thejob order, asfollows:

o JO#sstarting with NY indicates an order that originated from OSOS direct entry

o JO#s starting with JE indicates an order that originates from a source outside of
0SOS

e (OSOS Search using the Job Order Quick Search Screen will effectively search and
return JO#s that begin either with NY or JE.

NOTE: OSOS Enhancements pending:

» Version 4.2 of OSOS does not distinguish between outsi de sources of job orders. In
Version 4.2 of OS0S, all job orders that are uploaded into OSOS from either
NYSJE/AJE or JobCentral, all begin with JE in the first two digits.

» Version 5.0 of OSOS (anticipated for delivery in the summer of 2008) will add new
features that will distinguish between different origination sources. When Version 5.0
is implemented jobs originating from JobCentral will begin with JC, while orders
originating from AJE/NYSJE will begin with JE. It will also provide the capacity to
assign different two digit suffixes for other future new sources of job orders.




Figure 2: Job Order Detail General Info Screen:
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<1 0SOS Job Order #or JO# or Order # - see definition above

<2 Origination 1D — see definition below

<3 OSOS ID - internal OSOS number for effective processing of OSOS
uploads/downl oads; not intended for use by staff or customers




OSOSOrigination ID:

The Origination ID is shown in OSOS on the Genera Info Tab of the Job Order Detail
screen in the field identified by footnote <2 in Figure 2 above. An Origination ID is
assigned only to job orders originating outside of OSOS. The Origination ID is a nine
digit numeric — the range of numbers currently being assigned start with five in the first

digit.

The Origination ID field should have a number assigned to each job order
uploaded into OSOS from an outside source (any job order with an OSOS JO#
beginning with JE or with anything other than NY in the first two digits).

Job Orders originating in OSOS (with a JO# beginning with NY) should have a
blank field for Origination ID.

The Origination ID shown in OSOS for job orders originating in NY SIE/AJE is
the same as the NY SJIE/AJE JO# and may be used in the NY SIE/AJE search by
JO# function (see the section below on searching for jobsin NY SIE/AJE).

The Origination ID shown in OSOS for job orders originating from JobCentral is
assigned by NaviSite to the JobCentral job orders prior to uploading those jobs
into both OSOS and NY SJE. Note that job orders origin ating in JobCentral are
not uploaded into the AJE national site. The NY S JobCentral orders are uploaded
only into OSOS and NY SJE. The Origination ID shown in OSOS for job orders
originating in JobCentral is the same as the job order number used in NYSJE an d
my be used in the NY SJE search by job order number function ( see the section
below on searching for jobsin NY SJE/AJE).

Sear ching for Jobson NY SJE:

To search for jobs by JO# on NY SJE, click on the Advanced Search Tab on the Home
page. The Advanced Search Tab will have four search options, including search by Job
Number as shown in Figure 3 below:

Figure 3 Advanced Search Option on NYSJE :
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The Search by JO# option alows you to search by job various job identifying numbers.
As shown in Figure 4 below, the Job Number drop down list in NY SJE has three choices:

1. Company Job ID - Thisis the job number assigned by the company when a job
is posted directly by the employer into NY SJE and/or AJE.

2. Job Number — This is the NYSJE and/or AJE assigned Job Number. This is a
nine digit numeric — the range of numbers currently being assigned start with ‘5’
in the first digit. To find jobs originating from either NY SJE/AJE or JobCentral,
you would select this option and enter the Origination ID shown in OSOS. (As
shown in Figures 5a and 5b below)

3. State Job ID - This is a nine digit alpha/numeric field with the first two digits
alpha characters indicating the originating State abbreviation and the last seven
digits numeric. To find jobs originating from the NYS OS OS system, you would
select this option and enter the OSOS JO# starting with NY. As shown in Figures
6a and 6b below)

Figure 4 Job Order Number Search Option on NYSJE :
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Figure 5a: Job Number Search Option on NYSJE - Search by OSOS Origination | D
for jobs originating from NYSJE/AJE or JobCentral
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Figure 5b: Job Number Search Results on NYSJE - Search by OSOS Origination 1D
for jobs originating from NYSJE/AJE or JobCentral
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Figure 6a: State Job ID Search Option on NYSJE - Search by OSOS JO# for jobs
originating in NYS OSOS.:
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Job Search on JobCentral — Note that JobCentral does not provide a job search by job
order number. There is a search by Job 1D on JobCentral, but this is used by employers
only to search on employer assigned internal ID numbers. However, JobCentral does

provide a variety of other search options including keywords, location, company,
occupational title.



