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Login to Application



Navigate to Customer Module 



Quick Search

Customer SSN

Customer ID

Other Criteria

Clear

Search



Quick Search – Search by SSN



Quick Search – Search by Customer ID



Quick Search – Other Criteria

Partial SSN

Last Name

First Name

Middle Initial

Birth Date

Username

Email Exists

Email



Quick Search – Other Criteria (Last Name)



Search Tabs

Quick Search

General Info

Education

Job Criteria

Text Search

Geographic

Activities

Programs

List Search

Custom



General Info



General Info – Continued

Location and Status Fields

Timing Fields

Enrollments and Funding fields



Education



Job Criteria



Text Search



Geographic



Activities



Programs



List Search



Custom Search



Setup options before searching



Sort Options



Workflow Best Practices - 

Combining Option Choices with Search Criteria



FAQs
It is indicated throughout this training that certain fields work in conjunction with others, 
where others do not.  How would I know which fields do and which fields do not?

 A key way to determine this is to perform a search with the particular field and receive a results 
count.  Then add another field to the search criteria.  If the number you receive back as the result 
count is higher than your previous count, it does not work with that field.   Adding more search 
criteria should always limit the results returned.

What are the main differences between the original AOSOS version and the NextGen version?

 The main difference is the search process has the criteria on one tab, the options viewable on the 
second tab, and the results populating on a third tab, reducing the need for popups.

Why do I get less results if I do a search on a Trade Act petition number and subsequently add 
the program “Trade Act” to the filters? Shouldn’t they be the same count?

 Trade Act petition numbers do not always result in a customer being enrolled in the Trade Act 
program.  Customers have a Trade Act petition number but either are not eligible for Trade Act 
funding or it was decided to use an alternate source of funding.  Enrollment in the Trade Act 
program occurs once Trade Act dollars are expended on the customer via the Services sub-tab.

How can I select multiple records in a line without clicking on each individually?

 When wanting to select multiple records in a list that are sequential, click on the first record 
desired then hold the shift key and click on the last in the list desired.  All should be highlighted. 
Be sure to use the checkboxes, not the other fields in the record listing.



 Customer Search

 Programs/Public Assist

 Customer Module

 Comp Assess

 Customer Services

 Programs/Public Assist

 Activities & Comments

 Customer Outcomes

 Providers/Offerings

 Employers/Job Orders

 Matching from Customer

 Matching from Job Order

 Options and exporting

 List function

 Correspondence function

 Links 

 I.A. Referrals

 Secure Counseling Tab

 Staff Module

 Follow up Best Practices

 Reporting

NextGen training topics available:

Questions regarding the training you just viewed can be sent to:

WorkforceInformationSystems@dol.nj.gov
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