How To Create a Worksite Assignment = Corrorarion

@ Before Creating a Worksite Assignment make sure that Worksite already exists

Creating a Worksite

1 Navigate to the YouthWorks Hub

Home Youth Participations Report YW Performance Review Report WorkSite Assignment Report
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2  Click "Create WorkSite"
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Home Youth Participations Report YW Performance Review Report WorkSite Assignment Report
Create a Worksite
* Organization Name
* Primary Street
4
* Primary City
* Primary State/Province
* Primary Zip/Postal Code
Primary Country us
*Sector ——None-- v
*YW_Status —None-- v
*First Name
*Last Name
*Primary Email
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4  Click "Create Worksite"

[T—— Q  search..

Home Youth Participations Report YW Performance Review Report WorkSite Assignment Report

Create a Worksite

* Organization Name l

Complete this field.

* Primary Street

* Primary City [

*Primary State/Province

* Primary Zip/Postal Code

Primary Country us

* Sector --None--
*Yw_status —-None--
*First Name

*Last Name

*Primary Email
*Business Phone

*Role in Youthworks Program --None--

Add a Worksite Job to a Worksite
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5  Click "Worksite Orgs"

[— Q  search a e -

Youth Participations Report YW Performance Review Report WorkSite Assignment Report
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50+ items - Sorted by Organization Name - Filtered by All organizations - YW_Type
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6 Find the Worksite that you created
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Home Youth Participations Report YW Performance Review Report WorkSite Assignment Report
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7 Scroll down and Click "Work Site Jobs"

i Q search. L 9 7

Home Youth Participations Report YW Performance Review Report WorkSite Assignment Report

Related Worksite Contacts wark Site Jgbs

E Contacts (1) B~ | New

1item + Sorted by Last Name « Updated a few seconds ago

Contact Name v | Title v | Primary Email ' | Business Phone s Last Modified D... v | Last Modified ... v | First Name v | Last Name T v
1 -

View All

Made with Scribe - https://scribehow.com



8  Click "New".
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Youth Participations Report ¥W Performance Review Report WorkSite Assignment Report

Related Worksite Contacts Work Site Jobs

3 yw work site Jobs (2) New

YW Work Site Job Name

View All

9  Fill out all the required fields.

New YW Work Site Job

*= Required Information
Information

*YW Work Site Job Name

Description

Number of youth opportunities

Industry
--None--

*Work Site

Workfarce Board Area

Paosition Location

Location ™

Save & New -
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10 Click "Save"

New YW Work Site Job

Paosition Location

Location

Adding a Worksite Assignment to a Youth Participation
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11  Go to the Youth Participation

1 outhworks HUB. Q  search.. F 3 e -

nt Report

Back
YW Youth Participation =
Naomi Bekele Tier 1104/14/2025 = - X
YW Youth Participations > Naomi Bekele Tier Il 04/14/2025
1item « Sorted by YW Work Name + Updated a few seconds ago - Y

Youth Profile Status
Naomi Bekele 03/2025 s Enrolled s e %
Start Date A
4/14/2026 yi
End Date

s
Tier
Tier Il ya
Personal circumstances

s
Other Personal circumstances

e
Reason for nat a good fit

s
Peer Leader for this Worksite
] s
Partner

s
Assignment Hours
Training Hours

12  Click "New"
R P — 20 -

YW Youth Participation

Naomi Bekele Tier 11 04/14/2025 = . )
YW Youth Participations > Naomi Bekele Tier Il 04/14/2025
1item = Sorted by YW Work Name « Updated a few seconds ago - ¢)Y

Youth Profile Status
Naomi Bekele 03/2026 Vs Enrolled s YW Work Name * h
Start Date 1 -
4/14/2026 s
End Date

4
Tier
Tier 1t p
Personal circumstances

g
Other Personal circumstances

rd
Reason for not a good fit

e
Paer Leader for this Worksite
U s
Partner

s

Assignment Hours
120

Training Hours
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13 Click the "YW Work Name*" field. Should be Worksite + Title (e.g Cambridge Art
Studio Teacher Assistant)

New YW Work Site Assignment

* = Required Information

Information

*YW Work Name Workforce Board Area

*Work Site Job Partner

Search YW Work Site Jobs...

*Youth Participation

Bl naomi Bekele Tier 1 04/14/2025

Assignment Hours

Case Management Hours

14  Click the "Work Site Job*" field.

New YW Work Site Assignment

* = Required Information

Information

*YW Work Name Workforce Board Area

*Wwork Site Job Partner

Search YW Work Site Jobs...

*Yyouth Participation

[E) Naomi Bekele Tier Il 04/14/2025

Assignment Hours

Case Management Hours
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15 Add the Worksite Job that you previously created

New YW Work Site Assignment

Information

*YW Work Name Workforce Board Area

*Work Site Job Partner

[pearch YW W&TK Site Jobs...

+ New YW Work Site Job

[E] Naomi Bekele Tier 11 04/14/2025
Assignment Hours

Case Management Hours

Fill out the rest of the required fields

New YW Work Site Assignment

Information

*YW Work Name Workforce Board Area

*Work Site Job Partner

l Search YW Work Site Jobs...

+ New YW Work Site Job

[E] naomi Bekele Tier Il 04/14/2025

Assignment Hours

Case Management Hours
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*= Required Information

*= Required Information
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17 Click "Save"

New YW Work Site Assignment

*= Required Information

Information

*YW Work Name Workforce Board Area

*Wark Site Job

*Youth Participation

[E] naomi Bekele Tier 1l 04/14/2025

Assignment Hours

Case Management Hours

ek e -
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