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Getting Started

SYEP - Introduction

Accessing the SYEP application

Login

To log into the SYEP application:

1. Inyourinternet browser (i.e Internet Explorer), navigate to the SYEP website
(https://syep.jfs.ohio.gov) and click on link.

2. Loginto the SYEP application using your network ID and password (if State or County
user) or your system Login ID and password (if external user).
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Login Id:

Password:

Login Reset Password

3. Click the Login button.

4. If your credentials were entered correctly, you will be taken to the SYEP main screen.


https://syep.jfs.ohio.gov/
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For External Users Only
Resetting your system password

For new external users who do not have a system password yet or have forgotten their login
password:

1. External Users that have been set up in the SYEP will have a user ID in the system. That
ID is first initial of first name and complete last name (i.e. Jay Smith would be jsmith)

2. Enter your login ID and click the Reset Password button. If you have a valid email address
on file, an email will be sent to that email address with a temporary password.

Ohiﬂ.gOV State Agencies | Online Services

- Department of
Ohlo Job and Family Services Summer Youth Employment Program

A temporary password has been sent to the e-mail address associated with your user account.

Once you receive the e-mail, use the temporary password to login and establish a permanent password.
If you did not provide an email address or the email address is no longer valid,
please contact the SYEP administrator at FAPL Contracts@ifs.ohio.gov for assistance.

Ok

3. Use the temporary password in the email to login.

4. You will be prompted to enter a permanent password.

5. If you have an issue with a password reset, email FAPI_Contracts@jfs.ohio.gov.
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Enter a new password in both boxes. The passwords must match.

New Password:

Confirm Password:

1. Enter a new password in the new password and confirm password text boxes. An
indicator will display if the passwords do or do not match.

Enter a new password in both boxes. The passwords must match.

MNew Password: sssssess

Confirm Password: e+

Passwords do not match
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Enter a new password in both boxes. The passwords must match.

New Password: ssssssss

Save Password

Confirm Password: seesesees m

Passwords match

2. Once the passwords match, click Save Password.
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Navigation

After successfully logging in SYEP you will see the main SYEP page:

Ohio.gov  suse agences | Onine Servces

] Department of
Ohlo Job and Family Services Summer Youth Employment Program

EMPLOYERS YOUTH REPORTS

Welcome to Summer Youth Employment Program Online Application

The main menu (see image below) is located near the top of the page

. Department of
Ohlo Job and Family Services Summer Youth Employment Program

EMPLOYERS YOUTH REPORTS

Welcome to Summer Youth Employment Program Online Application

There are three menu options Employers, Youth and Reports.
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EMPLOYERS

Use this option to enter or update employer information.
YOUTH

Use this option to enter Youth and their employment information

Use this option to run reports related to Youth, Youth Employment and Employers.

Employer Maintenance

To access employer maintenance, click on the [AI4EO} 338 menu link. You will see the
main employer maintenance page:

B & bitps./syep-uat fs.chivgow Employer sgs & Suenmer Youth Employme..
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: Department of
Ohlo Job and Family Services Summer Youth Employment Program

EMPLOYERS YOUTH REPORTS

Employers
Add New Employer Search Employer  Clear Search
< Refresh

No records to display.
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Adding a new Employer

Before you can add a new employer, you must first search the system’s existing employers to
ensure you are not attempting to add an employer that already exists in SYEP.

To search for an employer:

1. Enter all or part of the employer’s name and/or the employer’s FEIN/SSN.

2. Click the Search Employer button.

3. Review the list of returned employers to determine if they match the employer you
want to add.

Search Note:

Name searches are not case sensitive. In addition, searches are performed
where the name or the FEIN/SSN search values are contained in either
field.

The image below shows and example of searching for all employers whose name contains the
letters “Be".
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If the employer does not exist in the SYEP system, click on the Add New Employer button to
enter the new employer.

The Add New Employer screen will be displayed:

Department of

-
Ohlo Job and Family Services

Summer Youth Employment Program

Add Employer

Employer Name *
FENE®
Store Number

ntering name, FEIN/SSN and Store Number

xxxxx

(if app

cable), to check if the employer already exists?
Contact Info
First Name

Last Name

At a minimum, you must enter a

Il fields that are marked as required. Required fields are

indicated with a red asterisk (*) in front of each field.

Employer Name

FEIN/SSN

Store Number (optional)

Click here, after entering name,
FEIN/SSN and Store Number (if
applicable), to check if the
employer already exists?

Enter the name of the employer. This field is required.

Select either FEIN or SSN depending on which value is
appropriate for the employer. This field is required

FEIN%@®
ssnz O

Enter the 9 digit FEIN or SSN.

Some employers have multiple locations. You will want to
uniquely identify each employer by entering a store number.

Click this link to perform an exact match search for the
employer. This step is required in order to enter the
remainder of the employer’s information. If a match is
found, Cancel the adding of the employer and perform
another search to ensure that the employer is indeed
already in the system.

10




Address 1
City

State

Zip Code

Employer Type

Employer Category

Contact Info

First Name
Last Name

Phone Number

Extension (optional)

E-mail Address (optional)

SYEP User Guide

This field is required. Enter the employer’s street address.
Enter the employer’s city. This field is required.

Enter the employer’s state. This field is required.

Enter the employer’s zip code. This field is required.

Select the appropriate employer type from the drop down
list. This field is required.

Select the appropriate employer category from the drop
down list. This field is required.

Enter the employer’s primary contact information.
Additional contacts can be added from the employer front
page. See Adding Additional Employer Contacts later in this
document.

Enter the contact’s first name. This field is required.
Enter the contact’s last name. This field is required.

Enter the contact’s phone number. Area code must be
included. This field is required.

Enter a phone extension if appropriate.

Enter the contact’s email address if available.

Once all of the required information is entered, click the Save Employer button.

To cancel adding the employer, click the Cancel button

11
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Adding a new Employer Contact/Editing an Employer Contact

To add a new employer contact or edit an existing contact:

1. From the employer main page (see below), enter the search criteria to locate the
employer whose contact information you want to edit.

Ohio.gov State Agencies | Online Senvices

— Department of
Ohlo Job and Family Services Summer Youth Employment Program

EMPLOYERS YOUTH REPORTS

Employers

b Zombie Gear wooofT8 L 123 Zombie Deive: Columbus o

In the image above, we searched for an employer whose name contained Zombie. This resulted
in the display of one employer whose name is Zombie Gear.
To add a new contact for an employer, follow these steps:

1. Clickonthe arrow | * to the left of the employer’s name in the grid. This will display a
sub-grid showing all of the current contacts for the employer (see image below).

- Department of
Ohlo Job and Family Services Summer Youth Employment Program

EMPLOYERS YOUTH  REPORTS

Employers

zombie
Add New Employer Search Employer Clhear Search

4 Zombie Gesr 0000789 1 123 Zombie Drive Columbus OH 43215 Retail Trade Public 05/28/2014
# Add new Contact 2 Refresh

Gearge Ramen 6146441111

12
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2. Click the Add New Contact link = Add new Contact 5y ypo top of the contact grid. This
will open up edit fields in the grid for you to enter contact information (see image

below).
Employers
zombie
Add New Employer Search Employer Clear Search
Name FEIN/SSN  Store# Address City State Zip code Type Category
4 Zombie Gear x000b789 z 123 Zombie Drive Columbus OH 43215 Retail Trade Public

Z Refresh

First Last Phone o eMail ’ .

Name Name Nurmber Bdension  pjiress it Delete

- o Insert Cancel Delets

George Romero 6146441111 Edit Delete

3. Enter the required contact information:

First Name Enter the contact’s first name. This field is required.
Last Name Enter the contact’s last name. This field is required.
Phone Number Enter the contact’s phone number. This field is required.
Extension Enter the contact’s phone extension.

e-Mail Address Enter the contact’s e-mail address.

4. Click Insert to add the new contact.

Click the Cancel button if you want to abort adding the new contact.

Editing a Contact

Follow the same steps to edit a contact with the exception of Step 2. Instead of clicking on
the Add new Contact button, click the Edit link on the contact row you want to edit.

Deleting a Contact

To delete a contact, click the Delete link on the contact row you want to delete.

13
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Editing an Employer

To edit an employer,

1. Click on the Edit link on the employer row you want to edit.
2. An edit panel will be displayed with all of the employer information (see image below).

. Department of
Ohlo Job and Family Services Summer Youth Employment Program

EMPLOVERS YOUTH REPORTS

Employers

Add New Employer Search Empioyer  Clear Search

» Zombie Gear noo789 1 123 Zombie Drive Columbus oH 43215 Retail Trade. Public 05/28/2014 Edif Youth Empioyees
Name: | Zombie Gear
FEIN #

ssNE@
Store Number: |1

3. Make modifications to the fields you want to change.
4. Click the Update link to save your changes.

Cancel your changes by clicking the Cancel link.

14
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Youth Maintenance

To access Youth maintenance, click on the {8183 link in the menu. The Youth maintenance
page will be displayed (see image below).

D - 88X cemme vouth impioyme. <

B v B v e B Sy Taoke @ W@ W
Chio.gov s Agences | oniive Servces

] Department of
Ohlo Job and Family Services Summer Youth Employment Program

EMPLOYERS YOUTH REPORTS

Youth

Search Options
Last Name First Name

Search Clear Search

Adding a new Youth

Before adding a new youth, you must search for the youth to ensure they are not already in the
SYEP system.

To search for a youth, enter all or part of the youth'’s first and/or last name and click the Search
button. A list of youth matching the search criteria will be displayed (see image below).

Youth

Search Options
Last Name  wnin First Nama

15
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If the youth you are adding is not in the search results list, you can add the youth by following
these steps:

1. Click the Add button' "9 at the top of the youth grid.
2. The Add Youth page will be displayed (see image below).

= Department of
Ohlo Job and Family Services Summer Youth Employment Program

EMPLOYERS YOUTH REPORTS

Youth
Add New Youth

Active/Inactive: " |
Youth First Name:
Youth Last Name:

Youth Mailing
Address:

City:
State: * Onio -
Zip Code:
County:  Adams
E-Mail Address:
Date of Birth:
Age:
Sex: * Femae

Youth in Foster * io -
Care:

At a minimum, you must enter all fields that are marked as required. Required fields are
indicated with a red asterisk (*) in front of each field.

Active/Inactive Read Only. This value is determined based on
whether the youth is employed in the current
period.

Youth First Name Enter the first name of the youth. This is a

required field.

Youth Last Name Enter the last name of the youth. This is a
required field.

Youth Mailing Address Enter the youth’s mailing address. This is a
required field.

City Enter the city where the youth resides. This is
a required field.

State Enter the state where the youth resides. This
is a required field.

16
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Zip Code Enter the zip code where the youth resides.
Either 5 or 9 digits. This is a required field.

County Enter the county where the youth resides.

E-mail Address Enter the youth’s email address.

Date of Birth Enter the youth’s date of birth. This is a

required field.

Age Read Only. This field will be calculated, based
on date of birth, when the record is saved.

Sex Enter the youth’s gender. This is a required
field.

Youth in Foster Care Select yes if the youth is in foster care. This is a

required field.

3. Once all of the required fields are entered, click the Save button to save the youth
information.

You can cancel by clicking the Cancel button.

17
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Editing a Youth
To edit an existing youth,

1. Search for the youth based on first and/or last name.
2. Click on the youth row you want to edit (see image below).

Youth

Search Options
Last Name  wnin First Nama

Search Clear Search

Tosnsrey e 111 Firgz 5T Cokumbug oH 4307

3. Click the Edit button at the top of the grid. This will take you to the Editing Youth
screen.

- Department of
Ohlo Job and Family Services Summer Youth Employment Program

EMPLOYERS YOUTH REPORTS

Youth
Editing Youth Tommy Savini

Active/Inactive: "1
Youth First Name: * fommy

Youth Last Name: "

Youth Mailing * 111 Fea st
Address:
Clty: ™ Cotumbus

State:

Zip Code: -

County:  Frankin

Youth in Foster * ne
Care:

4. Once all of the desired fields have been edited, click the Save button.

Cancel adding the employment by clicking the Cancel button.

18
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Adding Youth Employment
To Add Youth Employment,

1. Select the youth in the search grid and click on the Youth Employment button at the top
of the search results grid.

2. The Youth Employment page for the selected youth will be displayed (see image below).

» Department of
Ohlo Job and Family Services Summer Youth Employment Program

EMPLOYERS YOUTH  REPORTS

Youth Employment

Date of Birth Vi

3. Click the Add Youth Employment button to add new employment for this youth. The
Add Youth Employment page will be displayed (see image below).

= Department of
Ohlo Job and Family Services Summer Youth Employment Program

EMPLOYERS YOUTH REPORTS

Add Youth Employment

Participant * Savini, Tommy

Employer
County * Franklin
Type of Work
Start Date
Hired Permanently?

End Date Conclusion

Begin Rate
Insert Cancel

* Required
End Rate

Avg Hours/Week

At a minimum, you must enter all fields that are marked as required. Required fields are
indicated with a red asterisk (*) in front of each field.

19
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Participant Read Only. This field shows the youth that was
selected for whom to add employment.

County Enter the county where the youth applied for
the Summer Youth program. If you are a
county or external user, this field will default
to the county for which you are affiliated. This
is a required field.

Start Date Enter the start date of the youth’s
employment. This is a required field.

End Date Enter the end date of the youth’s employment
if they have completed their employment with
this employer.

Begin Rate Enter the beginning pay rate. This is a required
field.
End Rate Enter the ending pay rate if the youth has

completed employment with this employer.

Avg Hrs/Week Enter the average number of hours the youth
works per week. This is a required field.

Employer Select the employer for whom this youth
works. This is a required field.

Type of Work Select the type of work the youth is
performing. This is a required field.

Hired Permanently? Indicate whether the youth was hired
permanently if their employment related to
the SYE program has ended.

Conclusion Select the appropriate conclusion from the
drop down screen.

4. Once all of the required fields have been entered, click the Save button to add this
employment.

Cancel adding the employment by clicking the Cancel button.

20
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Editing Youth Employment

To edit youth employment,

1. Click on the Edit Details link in the grid on the employment row you want to edit (see
image below).

Youth Employment
‘Yeuth Parbeipamt
Hame Tommy San Date of Rirth L1195
Address 111 Fist ST Gender  haie
Columbus G2 43207

A Yauth Emplaymant
o saste County Woek Start - End
ACME Vot Semice siron aH Fraricin Landscapng/Grounds KeeperMaintenance 6172004 - T15/2014 it Dt
Capitol Records Gahanna o Fraeddin Media N0 - cit Detads
Zomibie Gear Coambu aH Frariin Customer Senvice 112004 - L2014 it Dty
Bab's Burger Sant Agatha aH Franidin Other SN - 6152014 £t Deta

2. This will take you to the Edit Youth Employment page where you can modify
information related to the youth’s employment (see image below).

.a:)-d L =13 O] L — e
e fde Veew fovertes Took Help x @y -
| e B BIAC Bermety Ml Tiar 75 ] BugTrachee NET - logan &) OFS &) EBS Poal &) Mirssch &) Preduct News ) (fDesign €3 RecovenPlimner® btege. 3] Today's Lisks &) Web Gallery ¥
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- Department of
e 3 Youth P
Ohlo Job and Family Services summerYouth Employment Frogranm

EMPLOYERS YOUTH  USER ADMINISTRATION  REPORTS

Edit Youth Employment

Partcipant

e Faze i) e .
T fase =
s1s * Required

I — -

3. Modify the fields as needed and then click the Update button to save the changes.

Cancel changes by clicking the Cancel button.
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Reporting an Error

If you encounter an error message and are unable to continue, you should report this
immediately so that the issue can be resolved in a timely manner. Please follow the steps
below to report an error issue:

1. Take a screen shot of the error screen (press ‘Alt’ + ‘Print Scrn’) and Paste this into an
MS Word document.

2. Pressthe ‘Back’ button (at the top of the web browser screen) to go back to the
completed screen prior to receiving the error screen.

3. Take a screen shot of the completed screen (press ‘Alt’ + ‘Print Scrn’) and Paste this into
the same MS Word document with the error screen.

4. Attach this document to an email and include a brief description of the issue you are
experiencing and the function you were attempting to perform.

5. Email all error issues and general questions regarding the Web Tool to:
FAPI_Contracts@jfs.ohio.gov.

Reports
Click on the [{F{el3{ menu option to access the reports page (see image below).

= __ | Department of _ .
Ohlo Job and Family Services Summer Youth Employment Program

EMPLOYERS YOUTH REPORTS

Reports;

Report Parameters

Penio

and Emphayers by County
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Report Parameters

Some reports have parameters that can be set to indicate which data is desired in the report.
You can select which program period you wish to view. County and External users are limited to
reporting on the county with which they are affiliated.

To run areport,

1. Select the report from the list on the left.
2. Select the report parameter period you wish to view.
3. Click the View Report button.

Statewide/County Youth Demographic Data

This report shows either at a statewide level or county level (depending on user access), all of
the data relevant to youth demographics filterable by County (for state users).
Statewide/County Employer Data

This report shows either at a statewide level or county level (depending on user access), all of
the employers who have participated (employed youth for the current program year).
Statewide/County Employment Data

This report shows either at a statewide level or county level (depending on user access), all of

the youth employment data for the current program year filterable by county (for State users)
and period (for historical reporting)

Statewide SYEP Participants and Employers

This report shows a summary by county of the total employers participating in each county and
the total number of youth participating in each county. Filterable by county (for state users) and
period (for historical reporting)

23
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