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Signing Up for a Username and Password

YouthWorks staff need a o \
username and password to COMMONWEALTH
access the database. To AN LTS
sign up for a username, go
to the sign-in screen at
https://youthworksdata.org
At the bottom of the page
select the button “Register

for a Username’. |



https://youthworksdata.org/

Signing Up for a Username and Password

Fill in your information and

SAVE. Check with a colleague

if you are not sure of your _I
YouthWorks program or o e

region. S

Anyone with “ADMIN” access Last name

to the database can approve Yourjob i

your account and generate
an email to you with your
username and password.

Name of YouthWorks Program ~

YouthWorks Program City “

(Check with your manager if Reion .
ou don’t see an email with ForTraining Providers:
hIS Info rmatlon Wlthln For Training-Provider Accounts: NA o

3

Name of Organization

about 24 hours.)




Learning about the YouthWorks Database

a The complete database

manual with presentations
and videos is available in
the database. A PDF of the
manual is also available
via the ___ folder.

In the database, click the
ABOUT link on the footer of
any page or the
“Information” icon on the
top navigation bar to open
the manual. You can also
find additional information
by looking for the
“information” -
icon at the bottom of

many pages in the l
database. N )

eCommCorp provides database Q&A sessions and
database workshops. See the weekly updates email

for training dates or email us to find out dates or to
schedule a workshop session for your program.

Don’t hesitate to explore the database on your own and
don’t hesitate to ask questions! Talk to your colleagues or
email us with your questions. See the “About” page in the
Database Manual for email addresses.




Visualizing the Database Structure

The next section of this The other sections of the database flow from these three
presentation visually outlines the areas. You will find that many of the database features
basic structure of the YouthWorks become available once a participant is coded as Placed-
database, focusing on the screens YouthWorks, placed in a YouthWorks tier, and matched.....
for: - Youth Landing Pages, with:
- Enr0”|ng PARTICIPANTS; - S|gna| Success modules
- Listing WORKSITES and - Calendar
WORKSHOP/TRAINING - Opportunity to enroll in Micro Career Trainings
OPPORTUNITIES;

Work-Based Learning Plans
- MATCHING

Attendance screens for workshop/training attendance

Youth Completion screens

Email composer features
AND MORE



About the Database

The database is designed to support all aspects of the
YouthWorks program, and there are a wide range of
features!

Not every staff member needs to use every feature, and
you will soon become familiar with the features that you
are using.

There is a chart at the end of this presentation and in the
manual that lists features used in each phase of the
YouthWorks program cycle. Look over this chart, and
review it in meetings with colleagues, to think about
which features you will be using.

This presentation provides the main features of the
database. There are additional presentations, videos and
materials in the database guide that will help you learn
more.




YouthWorks Database Structure:
Participants, Opportunities & Matching




YouthWorks
Database

Matching

Organization

Worksite and
Training
Opportunities




caamorksdata.org/ApplicationPage2 25
YOUt,h, Participants
participant
information is

that you could use in a
job, such as sports,

gathered via the RS
Online ::::E:Fms? P

participant Matching
a pp |Cat|0n fO rm ['n:::lrkingwitlee‘
or youth profile ot

Screens.

What lanuagesare ~ (JEnglish
spoken in your home  (JAmerican Sign Language
(check all that apply)  (JSomal

[Tagalog
[IVietnamese
(JYoruba
Milonese

Worksite and
Training
Opportunities




worksdlata.org/jobdescriptions aspr

WORKSITES: Participants
Potential employers

can fill in the online

worksite application o Tlof Opeg) 1
form “Please provide abref | 1 et Asistant vl work |
or staff can fill in A
worksite oyt g
information using B
Add/Edit Job R
Descriptions form. opeigs

Worksite and Houry Wage
Training
Opportunities

blic, ~ OPrivate
{onprofit) OPublic
ONonprofit

Matching

OArts and Communications
()Business

0 Camp Counselor
QChildcare




ALSO: Statewide and
local/regional staff
list workshops and
career training
opportunities, using
the Add/Edit
Workshop / Training

Opportunities screen.

Participants

Matching

Worksite and
Training
Opportunities

durse or Program
Name

Program/Course
Description

Name of Training
Providers (for External
Trainings)

(lass Limit (enter total
number of
participants/seats)

FromWhatDate

ToWhatDate

ent opens on
yyy-mm-

—=crorkscata.org/WorkshopOppo

op and Training Opportunities

Asynchronous Project & Process Management

Cape Cod Community College

wn
=]

2022-02-28

2022-05-20

2021-12-10




Once you have
gathered this
Information....

the matching
screens are used to
MATCH participants
with worksite and
training
opportunities.

Participants

Matching

Worksite and
Training
Opportunities

N

Case Manager Choose Py Opportuniy 1 MWWN
(Stalus and el et 8
Tier ik INOE Select Select -
Tier 3 Start Date
0% 00% 0000 #
End Date
00 00% 0000 #
i e M [sstibray ¢ | |Vil Vally Boat
Placement Status and ‘ ‘
outWorks T |leonard@skills! * Sl Lty | coree Tcining || M Vally Boot Bulng
(Course (Fictional/Practice course) |
Tier 2 Start Date MVCCO1 | Mendays| 400 |
0% 00= 0000 #
End Date

% 0000 +




Participants

There are three
variations on the Matching
matching screen.

Worksite and
Training
Opportunities

e

Hlen, Smckd



Matching

Screen

L
§ and YW Tier

ine |Name, Placement Status, |Case Manager / Program Project / Opportunity 1 |Project / Opportunity 2 |Project / Opportunity 3 |Project / Opportunity 4 |Age Skills and |Address and Zip
Dates Interests |Code and
Transportation
:41794 \Anderson (SAMPLE), Alex Case Manager Software Intern | ¢ Choose Project/Opportunity 2: Choose Project/Opportunity 3: Choose Project/Opportunity 4: 1/1/2021 7 =L &
Placement Status and a a a
. - -Select- s -Select- s -Select- s
YouthWorks Tier Jennifer Leonard # ABC software | Software Intern || ||
Tier 2 + Start Date
e w
00 * 00 = 0000 = 4 » 4 3 4 »
End Date
00 % 00 #% 0000 #
g September, Seth Case Manager Choose Project/Opportunity 1: Choose Project/Opportunity 2: Choose Project/Opportunity 3: Choose Project/Opportunity 4: 0/0/0 _ “11111ABC <
264639 .
Placement Status and | . Select- s Select- s Select- s Select- s Software | Tier2 | _
'YouthWorks Tier
IR S S (=1 SV TR N = SV R
e w
00 # 00 % 0000 + 4 » 4 3 4 »
End Date
00 % 00#% 0000 *

The basic matching screen lists the participants,
grouped in batches of 1, 5,10 or 20, with columns
for (a.) indicating placement status and tier; (b.)
identifying a case manager; (c.) Indicating
expected participation dates; and (d.) matching the
participant with one or more opportunities,
including a worksite, any career training
opportunities, and Signal Success workshops.




Matching
Screen

DROPDOWN

LIST -

SAVE

Line Name, Placement Status, |Case Manager / Program Project / Opportunity 1 |Project / Opportunity 2 Project / Opportunity 3 Project / Opportunity 4 Age Skills and |Address and Zip
-3 and YW Tier Dates Interests |Code and
Transportation
:41?94 Anderson (SAMPLE), Alex Case Manager Software Intern ‘ 2 Choose Praject/Opportunity 2: Choose Project/Opportunity 3: Choose Praject/Opportunity 4: 1/1/2021 _ ~
Placement Status and a a a
. a -Select- # -Select- ¥ -Select- *
YouthWaorks Tier Jennifer Leonard \ABC software | Software intern | | ||
Tier 2 B Start Date
00+ 00% 0000 # 4 3 4 » 4 »
End Date
00 % 00% 0000 #
| September, Seth Case Manager Choase Project/Opportunity 1: Choose Praject/Opportunity 2: Choose Project/Oppariunity 3: Choose Praject/Opportunity 4: 0/0/0 _ - | | | | | ABC
264639 .
Placement Status and | . _select- - Select- - Select- - Select- - Software | Tier2 | _
YouthWorks Tier
00+ 00% 0000 # 4 » 4 » 4 »
End Date
00 % 00 % 0000 #

PLACED-YOUTHWORKS

Tier 1
Tier 2
Tier 3
Tier 4

Not (Yet) Placed

Not Placed (remove from matching)
Applied (no status yet)

Additional/all placement status options

Applied

Attended Interview

Asked to reschedule interview

Provided complete application documents _
_

| Invite to interview




Matching

Screen

DROPDOWN LIST =

Name, Placement Status, |Case Manager / Program Project / Opportunity 1 |Project / Opportunity 2 |Project / Opportunity 3 |Project / Opportunity 4 |Age Skills and Address and Zip

and YW Tier Dates Interests Code and
Transportation

Anderson (SAMPLE), Alex Case Ma nager Software Intern | s Choose Project/Opportunity 2: Choose Project/Opportunity 3: Choose Project/Opportunity 4: 1/1/2021 = |_ -

Placement Status and -Select- B -Select- B -Select- s

YouthWorks Tier

Tier 2 %

Placement Status and
YouthWorks Tier

[Ty .

Jennifer Leonard # ABC software | Software Intern | || |

Start Date

00 = 00 =% | 0000

End Date

-Select-

|| Career Training
e

Gl L Dule

00 = 00 = 0000

JOBS / WORKSITES / Peer Leadership Placements
Barista | Bug Juice | | 03 | 0 | 3 OPENINGS REMAINING
Market Assistant | Mill Valley Farmers Market (SAMPLE) | | 5| 0| 5 OPENINGS REMAINING

Asynchronous Digital Marketing | ASynchronous | 00:00:00 AM | 50 | 3 | 47 remaining
Asynchronous Digital Office Skills | ASynchronous | 00:00:00 AM | 50 | 0 | 50 remaining

Asynchronous Exploring Creativity and Design | ASynchronous | 00:00:00 AM | 50 | 3 | 47 remaining

End Date

Asynchronous Exploring Healthcare | ASynchronous | 00:00:00 AM | 50 | 3 | 47 remaining

00 = | 00 # 0000

Asynchronous Exploring Secondary Education | ASynchronous | 00:00:00 AM | 50 | 1 | 49 remaining

Asynchronous Intro to Early Childhood and Elementary Education | ASynchronous | 00:00:00 AM | 50 | 0 | 50 remaining

Asynchronous Money Masters: Lessons for Life | ASynchronous | 00:00:00 AM | 50 | 2 | 48 remaining

Asynchronous Professional Skills | ASynchronous | 00:00:00 AM | 50 | 1| 49 remaining




Once you have
completed the
matching
screen, the
youth landing

page is

available to the

participant.

HOME!CALENDAR

Building a Professional Self B
participant Name Anya Allen
YouthWorks Program Daiaboo\(
YouthWorks Tier Tier 2
Cal
end .
ar Details
INFO General |nformat|on ——————
Welcome 0 Signal Success YouthWorks on\me‘ _Self-Paced Signal Success intro video “Welcome -
These online cessions will introduce you o
cepts and behaviors ~Thriving Onkine.\rideg \-lntroduction
5 - M » T
‘Wcﬂﬂ "%@EVD&W unlm___ S 3

come of the core ski

-] £ Type her

YouthWorks Schedule

Worksit

e: Mi

Job Title: ill Valley Farmers M
e: Market Assistant arket (SAMPLE)

January 2022

Sun
Mon
T
ue Wed e
Fri
Sat

SIGNAL SUCCESS |
|

|

|

\ls, con
Bi

 to search




Exploring the Database...




Database features are
available via the navigation
bar along the top of each
screen.

See the footer at the bottom of
each page to find the “About”
section with the database
guide or via the INFORMATION
icon on the
navigation bar.

Find links to the various
administrative features o the
footer or click on the

TOOLS icon

(Admin Features)

on the navigation

bar.

COMMONWEALTH

Ref B,

HOME YOUTH INFORMATION + WORKSITE INFORMATION =

® @ B

-

Use this form to SEARCH for a participant.

Filter by...
First Name (n: ¢ = greaterthan * | 0
Lastname ¢  greaterthan * | O

Show first | 10

| APPLY/SEARC

records.

1 e ERAE W EEW T % .mLEL .0 B

Admin Features Customizing Forms

MATCHING = WORK-BASED LEARNING PLANS * YOUTH LANDING PAGES =

EfDependfng on what modality you are using for Signal Success, and which database tools

Program Application Forms

Welcome Jennifer | HOME | Sign-Out

| PY2022-2023_Cyclen

W I

Databook

ATTENDANCE~ REPORTS -~

3 . Placed in Youthworks

2 . Worksites with Placements
2 l Openings Filled

S

5 \
WorkReadinessData

LU R TR A T TR

Grants Reporting About




A sample screen (Right)
- this is the Youth Profile
screen.

On this and other

screens:

[1] Use the navigation
features at the top of the
screen to navigate to a

participant record.

[2] To create a new
record, always click the
button to add a new,
blank record (and NEVER
OVERWRITE an existing
record).

[3.] Always click SAVE to
save any updates you
have made.

COMMONWEALTH

HOME  YOUTH INFORMATION ¥  WORKSITE INFORMATION ¥ MATCHING > 'WORK-BASED LEARNING PLANS ~ YOUTH LANDING PAGES ~ ATTENDANCE >~ REPORTS~ @ []

Youth Profile - Page 1

Youth Profile - Page 2

Youth Profile - Page 1 - Participant Information

_ FirStname = Contains = |

**First Name (name you prefer to Wendy Apply/Search
be called)

Legal first name (if different from

preferred first name) (your official
first name for hiring documents)

**Last Name Wednesday

*Date of Birth (select month, dav

OD=Duplicate

® A=Active

Ol=Inactive

OR=Remove / Archive
Ow=Wwithdrawn from Program

StatusCode

—

Region Databook/Admin
YWProgram Databook

YW Program Cycle

D

PY2022-2023_Cycle2




-GO TO ITEM- v -QUICK FILTER- N APPLY |

As you explore the database, you can try out these navigation features,
which appear on many different pages.

To go to an existing record (such as a participant, a job description,
etc.), use the box that says —GO TO ITEM- to choose the record, then
click the button that says —Go-.

To filter the list and see a subset of records, use the —Quick Filter-
dropdown, or explore the more advanced “Filter/Sort” options.

To remove any filters, click Refresh/Clear.

And most important: remember to use the ADD button to add a new,
blank record.



On every database screen, notice these settings in the
top right corner.

[1] Choose the current YouthWorks program cycle from
the dropdown list.

[2.] If you are a regional administrator, you may also
have a dropdown list that allows you to select a
YouthWorks program (referred to as the YW Program).
Note that some regions have just one program
regionwide while others have multiple programs within
the region.

[3.] If you are browsing outside the current cycle orin
the region-wide view, screens may be set to “read-only”
so you can browse but not make changes. Typically,
you will be working in the current cycle (or an
upcoming or recently-completed cycle) and in your
specific YW program setting.

Welcome Jennifer | HOME | Sign-Out

PY2022-2023 Cycle2 v

Databook

v




Application

Youth Landing
Documents

Pages
Screens (with calendar,
(upload W4, Signal

19, etc.)

Success, etc.)

As you explore,
you will see

Youth
Completion
Screens

: Matching
connections

among all these

sScreens... Work-Based

Learning Plan

Worksite and . Workshop &
- Screens (with I
Tralning Ksite inf Training
Opportunities IORSEE S Attendance

including job
title, job
description &

Screens

skills.




Youth
Landing
Pages
(with
calendar,

Participants

As you explore,
you will see
connections

Use the

REPORTS
Matching MENU to view
and manage
information...

among all these
screens....

. Workshop
Worksite and & Training
Training Attendance

Opportunities s




Application

Documents

Screens .
- Youth Landing

upload W4,
( ICI)9 etc.) Pages
' (with
calendar,
Signal

Success, etc.)

As you explore,
you will see

Use EMAIL
COMPOSER to
Matching send information
to participants &
others about...

connections
among all these
screens....

Worksite and
Training
Opportunities

Work-Based
Learning
Plan Screens




As you explore,
you will see
connections
among all these
screens....

Matching

Worksite and
Training
Opportunities

Application
Documents
Screens
(upload W4,
19, etc.)

Regional ADMINS
use the GRANT
REPORTING SCREENS
to report on
YouthWorks data
and
accomplishments.

Work-Based
Learning Plan
Screens

Youth Landing
Pages
(with

calendar,
Signal
Success, etc.)

Youth
Completion
Screens

Workshop &
Training
Attendance
Screens




For Reference




Before the Hiring and

program cycle Matching
begins

Database Functions

During the
program

End of

program
(completion
and grant
reporting)




[1.]

[2.]

[3a.]
[3b.]

[4.]

[6.]

[7.]
[8.]

[9.]

Database Functions

Staff may customize the online application forms by adding questions or customizing

the wording of some of the questions.

Staff open the online application forms and share the links with potential youth
applicants and employer worksites. (And later, close the applications at the end of
the application period.)

Youth fill in the application form.

Or, instead of the online application form, staff may (1.) data enter youth
applications on the Youth Profile screen, (2.) import from a spreadsheet, or (3.) on
the Youth Profile screen, make copies of youth records from previous cycles.

Employers fill in the worksite application forms (or staff gather information about
potential worksites and fill in the form) (or make copies of worksites from previous
cycles.

Statewide admins and local/regional admins use the Add/Edit Workshop and
Training Opportunities screen to add workshop/training opportunities including
Signal Success workshops and Micro Career Training courses

New staff apply for database usernames; regional admins approve these new staff.

Admins fill in or update a brief YWProgram information form, including program
contact information and a local reply-to email address for automated emails.

Statewide database administrator adds any new Signal Success modules, Pre-Post
surveys, or any other new program materials. Statewide database administrator
also sets up any new grant reporting screen questions.

Who?
Admin

Admin

Youth
Admin; Staff

Employers

State-level,
Admin

All
Admin

State-level

Required?

Do I?
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[1.]

[2.]

[3.]

[4.]

[5.]

[5a.]

[5b.]

[5c.]

[5d.]

[6.]

Staff review applications; merge any duplicates; prepare for hiring and matching.

Staff may use email composer features to contact youth applicants.

Local/regional admins provide to the state-level database administrator copies of
any locally-specific hiring documents that should be posted on the application
documents screen. Database Administrator posts these forms.

Youth upload hiring documents, such as W-4 form, 1-9 form, and release forms, via
the Applications Documents screens.

Staff use matching screens to view information from the application forms,
including skills. Interests, previous experience, age, type of transportation and
more; and use the matching screens to...

Track applications through the process, with designations in the placement status
field such as “invite to interview” or “attended orientation.”

Fill in the placement status field to indicate who is Placed-YouthWorks and assign
a YouthWorks Tier;

Identify the case manager for each youth and fill in the expected participation
dates.

Match youth with worksites/projects, and place in training and workshops

Staff set up Work-Based Learning Plans (WBLPs) using batch-create or individual
screens. Job descriptions and the list of skills flow into the WBLP from the job
description screen; or may be entered directly.

All Staff, Admins

All Staff, Admins

Admins,
State-Level

Youth

All Staff, Admins

All Staff, Admins

All Staff, Admins

All Staff, Admins

All Staff, Admins

All Staff, Admins

M

M

M

Hiring and

Matching



[1.] Staff use automated email features to send the youth welcome information and to  All Staff;
send youth their link to individual Youth Landing Page with the Signal Success Admins
modules, Calendar and other features.

[2a.] Youth use the Youth Landing Page to complete Signal Success modules Youth M

[2b.] Youth use the Youth Landing Page to view their calendar, with dates, times, and Youth M
online links for workshops, trainings, etc.

[2c.] Youth can register for Micro-Career trainings via the Youth Landing Page Youth

[2d.] Youth complete Pre-Post questionnaire at the end of the program, as part of the Youth 4]
Signal Success modules outline.

[2e.] Optional: Upload “Product Deliverables” including documents, presentations, Youth
photos, and links to videos or websites

[2f.]  Youth can access the Work-Based Learning Plan (WBLP) screens Youth

[5.] Staff make sure the Work-Based Learning Plan (WBLP) screens are set up. Staff Staff; Youth;
provide a paper copy (which can be printed from the database) or a generate an Employers
email with a link to the online WBLP screens.

[6.] Staff and instructors use class lists and attendance screens to manage Instructors;
training/workshop participation. Staff

During the

[7.] All Database users see “dashboard” features with key statistics on the home page; All
and can access and create lists and reports on the reports menu. program
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[1.]

[2.]

3.]

[4]

Staff complete the Youth Completion screens, with a grid listing all youth
participants. On this screen, provide completion status, hours, dates, credentials
earned, and other details for each youth participant.

Staff view a detailed report/list of their participants and fill in any missing details
on the Youth Profile screen

Regional-level admins use the Grant Reporting screen to complete end-of-
program reports

Data may be synched with the Connecting Activities database; and through the
Snapshot screen, staff can view participation history across programs
(YouthWorks, Connecting Activities, and potentially, CVTE and Innovation
Pathways)

Staff; Admin

Staff; Admin

Admin

End of
program

(completion
and grant
reporting)
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Instructor

Statewide-Instructor

Training-Provider

Staff

Adminl

Admin2

StatewideView

SuperAdmin

Local program staff who work in a
coaching/teaching role.

Statewide staff; similar to local
instructors; lead statewide online
programs.

Instructors and staff from external
training providers.

Program staff. This is the most
common database username setting.

Program manager at the YWProgram
level.

Program manager at the regional level.

CommCorp program leadership and
technical assistance staff.

Skills Library database administrator
and CommCorp database lead staff.

Class lists and Attendance, Signal Success feedback, Work-Based Learning
Plans

Same; able to view statewide information using All-Regions, or
regionwide or local YWProgram settings.

Class lists and attendance for courses provided by their organization.

All features within the YWProgram view, including managing
applications, worksites, matching, class lists, attendance and other
features. Exception: does not view confidential hiring documents or
hiring/eligibility information.

All features, plus admin screens for customizing application forms,
customizing program-wide Signal Success schedule, completing
program/grant information, and other customizations.

Can choose to view data regionally and to view each YWProgram.
Responsible for grant reporting and headcount screens.

Can view all YWPrograms, all Regional-level views, and an All-Regions
view. Can search database; can re-assign database users and youth
across regions and programs.

Can customize all database features, including navigation menus,
dropdown lists, news messages, Signal Success modules, grant reporting
questions, report menu categories and more. Can create statewide
training/workshop opportunities.



Next Steps

* Sign in and familiarize yourself with
the features of the database.

* Share this presentation with new
staff before attending a database
workshop.
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