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DOLI Portal Quick Start Guide

Youth Employment Certificate Portal



Youth Portion - Self Service Landing Page

1. Navigate to Labor & Employment Law by clicking photo tile or selecting "Request a Child
Labor Employment Certificate" from the drop down

= T
w Virginia Department of Labor and Industry @ Find a Commonwealth Resource

(3
- An official website of the Commonwealth of Virginia Here's how you know v

Dnl ! VIRGINIA DEPARTMENT OF

LABOR AND INDUSTRY Login/Register

, lwantto Requesta Child Labor Employment Certificate-

WHAT'S HAPPENING?

Need Help?

Contact DOLI
. 804-371-2327

v

Welcome to the new DOLI customer service portal!
This portal allows citizens to submit Payment of Wage/Minimum Wage claims, Request Youth Employment Certificates.

Please click on the appropriate link above for these new electronic features!
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Youth Portion - Labor Law Page

2. Select Youth Employment Certificates

Dnl ] VIRGINIA DEPARTMENT OF . .
LABOR AND INDUSTRY Login/Register

Labor Law

Welcome to the Labor and Employment Law section of the DOLI customer service portal.

For Youth Employment Certificates, proceed to the Child Labor Permits selection.
Youth Emp|oyment Should you have any questions or difficulties with the system, please contact DOLI's

v

Certiﬁcates Child Labor Division a 8(.34.—37.1.—3104 Ext. 242 or email
youthemployment@doli.virginia.gov.

For Wage Claims, proceed to the Payment of Wage Claim or Minimum Wage Claim
wage C|aims section. To file a claim, you will need to register an account or log into an existing
account.

Should you have questions for Wage related claims, please contact us at 804-786-
2706 or email laborlaw@doli.virginia.gov.

More information on the Youth Employment Certificate process can be found here.
More information on the Payment of Wage/ Minimum Wage process can be found
here.
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Youth Portion - Certificate Application Page

3. Select Youth Application to begin process
* Note: This section should be completed by the youth desiring employment

Dnl 4 VIRGINIA DEPARTMENT OF

LABOR AND INDUSTRY Login/Register

Welcome to the Employment Certificate Application System

You are accessing a Commonwealth of Virginia System. Unauthorized use is strictly prohibited. Usage may be monitored,recorded or
audited AND indicates consent to these requirements.

4 )
Youth Employment Certificate Instructions

> 1. Youth Application e
. 4
X X 4 )
2. Employer Registration Youth Employment Law FAQ
. 4
4 )
3. Legal Guardian Approval Child Labor Unit Dept
.(804) 371 - 3104
Extension 242
\ v

DN !

VIRGINIA DEPARTMENT OF
LABOR AND INDUSTRY




Youth Portion - Youth Application

4. Youth completes all fields, signs and submits

Child Employment Certificates
Child Employment Application o

M ° Page 1 - Youth Information Need Help?

Youth Instructions
Who will be your employer? * Contact the Child Labor unit by phone
£ ] at (804) 371-3104 or by email at
\ youthemployment@dolivirginia.gov

What is your date of birth? *
‘ 06/13 H

Gender *

Select v

Youth First Name *

Youth Middle Name (if no middle name enter NMN) *

Youth Last Name *

Youth Suffix

Youth Email *

Youth Verify Email *
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Youth Portion - Submission

5. Send Youth ID to Employer
* A confirmation email will be sent to the registered email

Child Employment Certificates

Child Employment Application Test, 9

Youth Information ° Your youth unique identifier of 202406 3 has been created. Please Need Hel 2
Youth Instructions forward this information to your employer and your parent/guardian/custodian p g

to complete the employment certificate application process. Contact the Child Labar unit by phone

D DOLI-MSD365Admin@doli.virginia.gov
Thai
To:

** Please DO NOT reply to this message **

{ Test,

Your youth unique identifier of 2024( y has been created in VAeECS. Please forward this information to your employer and
your Parent/Guardian/Custodian to complete the employment certificate application process.

Important Note: This Youth Unique Identifier is only valid for 30 days.

Thank you.
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Employer Portion - Registration Process

6. Employers must set up their company account when first using the DOLI portal. Access the DOLI Online
Portal and click the Login/Register button to start the registration process

Dnl 4 VIRGINIA DEPARTMENT OF

LABOR AND INDUSTRY

WELCOME TO THE :
VIRGINIA DEPARTMENT @i 30R & INDUSTRY SELF-

PoRiL

| want to Select
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Employer Portion - Registration Process

7. To continue the registration process, toggle “Register” and complete the required information, which
will direct the user to the Profile Page.
* Next, click “Confirm email,” which will trigger a confirmation link sent to your email. Locate this
email and click the link, which expires in 24 hours.
* Complete the required fields and for 'Relationship Type’ select “Youth Employment Certificate
Employer”

Dnl ' VIRGINIA DEPARTMENT OF " )
LABOR AND INDUSTRY My Applications  Profile name ~

Home > Profile

Profile

© Your email requires confirmation.
Profile name

Your Information

Profile First Name * Last Name *
= 5 i Securi
Relationship Type * Y Title Phone
Change Password Provide a telephone number

Select v

[ Change Email L: ] S .
Select Relationship Type * Email
— v

Youth Employment Certificate Employer Select R
Wage Claim Requester Role
Asbestos & Lead Abatement Contractor Authenticated User
Asbestos Abatement Contractor
! Lead Abatement Contractor

I Demolition Contractor or Owner/Operator 1
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Employer Portion - Additional Users

8. The first user to create a youth employer account in the DOLI portal will be an Organization
Administrator, or Org Admin for the company. Click the “User Management” button to invite and manage

additional users.

]
Dnl IRGINI DR ARIMENIOS User Management ‘ My Applications _v

LABOR AND INDUSTRY

User Management

= Active Users~ Add Users
Send Is Org
Full Name Email Status Invitation? Edit Deactivate Admin
Invitation Sent P Vd Deactivate 0
Active v Deactivate
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Employer Portion - Additional Users

9. Click “Add Users” to input additional individuals from the employer who will be managing Youth
Employment Certificates. You are also able to edit their profile information and indicate that they can be
an Org Admin. A company can have up to three Org Admins and must have at least one.

LABOR AND INDUSTRY

[
Dnl L MAME N, User Management My Applications -

User Management

iE Active Users~ Add Users

Send Is Org

Full Name Email Status Invitation? Edit Deactivate Admi:/
Invitation Sent P @ Deactivate
Active /‘ Deactivate

DN !

VIRGINIA DEPARTMENT OF
LABOR AND INDUSTRY




Employer Portion - Removing Users

10. The Org Admin for the company is also able to remove users by clicking “Deactivate.” Click on “Inactive
Users” to see a roster of users that were deactivated, and to reactivate them if needed.

Dnl ' {ﬁggﬁAEﬁBﬁnTDM[fg;£$ User Management My Applications _ -

User Management
iE Active Users~

Inactive Users Send Is Org

run Name Email Status Invitation? Edit Deactivate Admin

Invitation Sent P4 ]
.
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Employer Portion - Login

11. After registration, the Employer accesses the portal, logs in, and navigates to My Applications tab
» Select New Application

If you are a new customer, please select Register to create an account. If you are a returning customer, please continue to login.
+JSignin Register

Sign in with a local account

My Applications

* Username ’ ‘
Add Worksites New »’“npllcatlon

) tememberme? Youth First Youth Last
Youth Unique ID Created On Name Name Application Status Status Certificate

Forgot your password? R
202406120 Application Pending Active K4
202406130 Issued Active + e
202405240 Application Pending  Active 4
202406100 Revoked Active re
202406110 Issued Active * s
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Employer Portion - Application Access

12. Employer enters Youth ID and Youth Birth Date

New Application

Unique ID 20241

Birth Date




Employer Portion - Application Submission

13. Employer completes all fields on the application. Employer is required to add a worksite for the
certificate. Employer signs acknowledgement and submits.

Child Employment Certificates

Child Employment Application )
@ | Page 3 - Job Duties

Youth qgformatnon
Youth Tnstructions Q Youth Unique ID

Job Duties 202
Company Info
: 1 Accept ( Employer (I
Worksite 5 Youth Birthday -
——— ~ 6 B Electronic Signature ( Employer ) B

Acknowledgement 5
Youth First Name

Signature Date (iEmplover )"

Youth Last Name =

Test

&

Child Proof of Age *

Select v
Job Title * /

Job Duties *

Select v

Will the child be operating any machinery? *

® No O vYes

If yes, please describe
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Employer Portion - Notification

14. Employer and Youth receive email notifications of Employer portion completion
* Youth notifies legal guardian to complete their portion

D DOLI-MSD365Admin@doli.virginia.gov

To: 2

Thu 6/13/2024 122 PM

Hi Employer,

You have successfully submitffed your portion of the EC application for Youth Unique Identifier. 202 has been notified
that their parent, guardian, or custodian may now complete their portion of the application.

Please note that the EC application will not be submitted to DOLI for review until the parent/guardian/custodian has completed their
portion.

Thank you.

D DOLI-MSD365Admin@doli.virginia.gov

Reply Forward % Thu 6/13/2024 122 PM

** Please DO NOT reply to this message **
Test,

Your potential employer has completed registration for your employment certificate. |Please inform your parent/guardian/custodian
that their approval is needed and they should login to complete this process.

Thank you.

Reply * Forward
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Authorizing Adult Portion - Application Access

15. Authorizing Adult accesses portal and selects Parent Guardian Custodian Registration
* Adult enters Youth ID and Birth Date

Employment Certificate Application System

You are accessing a Commonwealth of Virginia System. Unauthorized use is strictly prohibited. Usage may be monitored,recorded or audited AND indicates consent to these
requirements

You can download the requirements for businesses employing minors> i

Please read the notices posted below prior to beginning the registration.

Basic Rules Overview FAQs

Step 1 Step 2 Step 3
New Application

Youth Registration Employer Parent Guardian
Registration Custodian
Registration

Unique ID

Birth Date
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Authorized Adult Portion - Application

16. Authorized Adult completes all fields, signs acknowledgement and submits.

Child Employment Certificates

Child Employment Application

Youth Information

Page 8 - Authorized Adult
Information

Youth Instructions

Job Duties

LT R N T e WS\ ST LY PV Sk

Company Info Authorizing Adult First Name(U I Accept (Authorizing Adult) *

Worksite Parent ‘ Electronic Signature (Authorizing Adult) *

Hiring Agent

Authorizing Adult Middle Name (if no middle name enter NMN) *

Acknowledgement Signature Date (Authorizing Adult) *

0000000

Authorizing Adult Information NMN | =

R Youth Data Authorizing Adult Last Name * 5
g Confirm Job Info ) ‘ 1
Last ‘

Authorizing Adult Suffix
| /

Authorizing Relationship to Child *

Parent v

Authorizing Adult Email Address *

I i)
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Submission Confirmation

17. Upon submission, Adult observes submission confirmation
* Youth receives email notification of application completion

v

Success

hank you for completing your portion of the youth Employment Certificate application. The application is currently under

%

K .
review by the Department.
)

1k

VIRGINIA DEPARTMENT OF
LABOR AND INDUSTRY



Certificate Download

18. Upon approval, Hiring Agent and Adult receive notification that certificate has been approved.
 Employer logs in and navigates to My Applications
* Click download icon to download certificate

My Applications

Add Worksites New ;’wpllcation

Youth First Youth Last

Youth Unique ID Created On Name Name Application Status Status Certificate

202406120 Application Pending Active > 4
202406130 Issued Active + s
202405240 Application Pending Active Y &
202406100 Revoked Active e
202406110 Issued Active * g
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DOLIG:
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0 CONTACTUSs [N

e (804) 371-3104 ext. 242 e youthemployment@doli.virginia.gov
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