Family Assistance Letter #123A 
Attachment A

Supplemental Summer Youth Employment Program
Reporting Form Instructions

Upon opening the Summer Youth database you will see a Security Warning and will need to hit the “Options” button. You will then click on the “Enable this content" and hit “OK”. This will need to be done every time you go completely out of this database and back in.
The Switchboard appears on your screen with three button options: OPEN YOUTH FORM, OPEN EMPLOYER FORM and QUIT AND CLOSE. This Switchboard will stay on the screen no matter what form you are in so that you can go to the youth Form, the Employer Form or you can Close or Quit at any time. 
[bookmark: _GoBack]Click on “Youth Data” to start inputting the data for each youth and follow the instructions below OR click on “Employment Data” to enter the employers you will be working with and follow the instructions under TAB II . You can go back and enter the youth information later.
YOUTH DATA: 

1. Click on ADD YOUTH RECORD button.

2. DATE: Today’s date will automatically appear.

3. COUNTY: Click on the arrow to the right and select the appropriate county or start keying the county until your county appears.

4. YOUTH FIRST NAME: Type the youth’s first name in this field. This information will be carried over into the other forms.

5. YOUTH LAST NAME:  Type the youth’s last name in this field. This information will be carried over into the other forms.

6. AGE: Click the arrow to the right of the blank and select the proper age of the youth.

7. FOSTER CARE: This field defaults to NO and can be tabbed over if the youth is not in Foster Care. If the youth is in Foster Care, click on arrow to change to YES.

EMPLOYMENT DATA: 
1. Click on Employment Data.

2. YOUTH’S FIRST and LAST NAME will appear on this tab. 

3. EMPLOYER NAME: If this employer has been input before you will select the employer by clicking on the arrow to the right and selecting them from the drop down screen. It will fill in the information in 1-10 below and you will complete 11-23.   If this is the first time you have used this employer in this database you will click on ADD NEW EMPLOYER and follow the below instructions.

TO ADD NEW EMPLOYER:

1. EMPLOYER NAME: Type Employer name 
2. DEPARTMENT/LOCATION: If employed at a large organization this field is optional to designate the department or location EX: State of Ohio is the Employer and the Youth is working in Department of Job and Family Services
3. ADDRESS: Type in address where youth is working using proper postal abbreviations. EX: Street should say St., Road should say Rd, etc…   Proper abbreviations can be found at https://www.usps.com/send/official-abbreviations.htm
4. ADDRESS: A second line is provided in case it is needed
5. CITY: Type City where youth is working. Do not use corporate office locations.
6. STATE: Ohio and all surrounding states are provided with the drop down arrow. Select the state the youth is working in. 
7. ZIP: Type 5 digit zip code
8. CONTACT PERSON: Type in person that is responsible for the youth at the employer location.
9. PHONE: Type in the phone number that the CONTACT PERSON can be contacted.
10. EMAIL: Type the email that the CONTACT PERSON can be contacted.
To complete the addition of the new employer to the database you must now click the UPDATE button.
 
Click “Youth Data” to connect that employer to the proper youth and then click the “Employment Data” button to complete steps 11 through 23 below for this Youth.

11. PUBLIC/PRIVATE: Select either PUBLIC or PRIVATE with the arrow to the right i.e., whether the Employer is a public or private entity. 

12. TYPE EMPLOYER: Select the type of employer from the drop down list. Choose one: Agriculture, Auto, Child Care, Construction, Entertainment, Food Service, Healthcare, Hospitality, Janitorial, Landscaping, Maintenance, Manufacturing, Office/Clerical, Recreation, Retail, Social Service, and Other.  

13. YOUTH JOB TITLE: Type in the Youth’s Job Title at their site.

14. HOURLY RATE: If even dollar amount you can type just dollar then tab this will fill in the cents. If it is not an even dollar amount you must key the period and cents. The dollar sign will automatically appear.

15. DAYS PER WEEK ASSIGNED: Use drop down list: Select number of days per week the Youth is scheduled to work.

16. START DATE: Click on calendar to the right and select date Youth started their employment.

17. HOURS PER WEEK: Type in hours per week Youth is assigned to work. 

18. TYPE OF WORK ASSIGNED: Is the type of work assigned to the participant. Complete this category with a useful one to two word description or name of the type of work the participant is assigned to complete. 

19. END DATE: Click on calendar to the right and select date Youth ended their employment.

20. HIRED PERMANENTLY?: Select Yes or No from the drop down list by clicking on the arrow.

21. SUCCESSFUL/QUIT/FIRED: Select Quit, Fired or Successful to describe the reason employment ended.  

22. TOTAL DAYS ABSENT: Fill in the total days absent by the Youth.

23. REASON LEFT PROGRAM: Please give a short answer if the Youth left the program early.
Hit the “Youth Data” button to enter your next Youth into the database.
