[ Employer/Host Login Screen ]

ADRIAN M. FENTY, MAYOR

District of Columbia

Welcome to Mayor Adrian M. Fenty's
Summer Youth Employment Program for 2009

Existing Users Login Here...

* E-mail Address | *Passwod| |

Forgot Your Password?

Login To Your Application

Not Registered?...

Register to be a Host

You can login here at \
anytime, by using the same
email address and

password you entered when
you registered, to edit your
account information. You

will be able to select
participants after you

receive a confirmation /

If you have not registered to\
be a Host for SYEP 2009,
please select this button. It

will take you directly to our
Registration page. You must
register before you can log

into your account and select

job preferences. /




Example of Employer/Host
Home Screen

You can log out at any point
by selectingfiL o g @uhe 0
top right corner.

Welcome to Mayor Adrian M. Fenty's
Summer Youth Employment Program for 2009

Log Out
1. Host Information (view/edit)
Agency/Company Name: HOST TEST 000 Organizational Type: District Agency The Host Home screen will \
Host Representative: Joseph Walsh Host Representative Email: j w@dc gov display a list of the
Supervisors, Worksites, and
2. Supervisor Information i
P Add Sipanisor Job Postings added.
Joseph Walsh jw@dc.gov (202) 555-1212 Delete Update Details o SeIeCt the Add bUttonS' tO
iShawn Louis si@dc.gov (202) 333-2323 Delete  Update Details add a new item.
iJeremy Sky Jeremy.sky@youth.com (202) 999-3333 Delete Update Details
—— e Select Delete to remove
. Worksite Information .
Add Worksite an item,
S T O ] ¢ Select Update to modify
General Host Place 609 H STREET NE Delete Update Details -t
Newton Square 408 E STREET SE Delete Update Details an item,
Another Test Site 609 H STREET NE (202) 555-1212 Delete Update Details . .
e Select Details to view
4. Job Posting

Add Job Posting Download Hires Roster

information about an item./

WMMMMMM“

Adminstrative Assistant 1.0 408 E STREET SE 6.5500 Delete Update Details

Supervisory Pos #2 609 H STREET NE 26.0000 22 5 Delete Update Details

New job for test host 609 H STREET NE 6.5500 10 0 Delete Update Details

Test Job for Cynthia 609 H STREET NE 6.5500 1 0 Delete Update Details

5. Match Worksites and Supervisors Match \_Norksne and

A Supervisors
* Supenvisor l - v * Worksite l - Vl Create a Match )
, To match a supervisor to a

Last Name |FirstName |Email Address Worksite Assiane |\Worksite Address e age N
§Wa|sh Joseph jw@dc.gov General Host Place 609 H STREET NE Delete SpeCIfIC WOkaIte.
iWalsh Joseph jw@dc.gov Newton Square 408 E STREET SE Delete . .
Walsh Joseph jw@dc.gov Another Test Site 609 H STREET NE Delete e SelectafiSupervi s
iLouis Shawn sl@dc.gov General Host Place 609 H STREET NE Delete from the drop-down list,
;Louis Shawn sl@dc.gov Newton Square 408 E STREET SE Delete
iQlev leremv ieramv elv@uanth rom eneral Hnat Plare RNA H STRFFT NF Nelate ° Se|eCt a ﬁ WO r k anom e i

6. Download Host Agreement Form (PDF)* the drop-down list,

Download
If you have a pop-up blocker, hold your (CTRL) key while clicking the "download” button e thenselectthen Cr eat ¢
Matcho button,

* This document is presented in Ponable Document Format (PDF). A PDF reader is required for viewing.

e The supervisor/worksite
combination you create will

be displayed in the list
\ below. /




[ Add New Supervisor Screen ]

ADRIAN M. FENTY, MAYOR

District of Columbia

* = Required
Section 2: Add New Supervisor
* First Name| | * Last Name| |
* E-mail Address| | * Primary Phone| |
Secondary Phone| | Fax Number| |
Assistant Supervisor
First Name| | Last Name| |
E-mail Address| | Primary Phone| |
Secondary Phone| | Fax Number| |
‘ Add New Superisor ‘
Please Note:
Once you select eitherii Add Ne
Super vorsi€Crad cylwild
return to the Home Screen
[ Example of Supervisor Details Screen ]

ADRIAN M. FENTY, MAYOR

District of Columbia

Supervisor Details
* First Name Joseph “ Last Name Walsh
* E-mail Address j.w@dc.gov * Primary Phone (202) 555-1212
Secondary Phone Fax Number

Assistant Supervisor

First Name Last Name
E-mail Address Primary Phone
Secondary Phone Fax Number

Return to Home Page




[ Add New Worksite Screen ]

ADRIAN M. FENTY, MAYOR

District of Columbia

* = Required

Section 3: Add New Worksite

* Worksite Description |

Please Note:

Once you select eitherit Ad d
New Wor kosfi Gaenoc e |
you will return to the Home

Main Phone | |
Worksite Location

Quad |~

* Address Line (1) |

| Screen
Apt. No_ / Suite| | Ward e T
= City| | * State|— "|
* Postal Code (Zip)| |
Demographics
Facility Type - vl Other Facility|

Handicap Accessible [ Metro Accessible [

Paower Machinery Used [ Office Equip. Used [

Cancel

‘ Add Mew Worksite

[ Example of Worksite Details Screen ]

ADRIAN M. FENTY, MAYOR

District of Columbia

Worksite Details

“ Worksite Description General Host Place
Main Phone
Worksite Location

* Address Line (1) 609 H STREET NE
Apt. No. / Suite
* city WASHINGTON

Quad NE
Ward Ward 6
* State District of Columbia

“ Postal Code (Zip) 20002
Demographics

Facility Type 1
Handicap Accessible Yes

Other Facility
Metro Accessible Yes

Power Machinery Used No Office Equip. Used Yes

Return to Home Page




[ Add New Job Posting Screen ]

AUKIAN IVI. FERNTY, MATUR

District of Columbia

* = Required
Section 4: Add New Job Posting
* Job Category | - v
* Job Title
* Job Description
* Start Date| | End Date| |
* Start Time |~ ~| * End Time |~ v|
* Worksite
Position Information Work Days
4 Please Note:
Reserved Position [ Sunday O Once you select eitheri Ad d
* Total S|0t5| | Monday O New Job Porstin
fi Ca n c ol wilkreturn to
* Hourly Rate |8-25 O
outy Rate | | Tuesday the Home Screen
ADA Compliant [J Wednesday [J
Age Requirements|— "l Thursday a
Supenvisory Position [ Friday [
Saturday [J
Supplemental Questions
Question (1)
Question (2)
Question (3}
Add Mew Job Posting Cancel




[ Example of Job Posting Details Screen }

*NOTE: Once a youth has applied for a jobd you will not be able to update the job posting



