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Contracts and Reports Log In 

 

Using a modern Internet Browser, such as Chrome, navigate to 
https://contract.ypic.com 

 

 

 

All Internet browswers are supported, but modern browsers such as Chrome, 

provide a better user experience. 

  

https://contract.ypic.com/


5 

 

Contracts and Reports Log In 

 

Press the Log-In button to access the Log-In screen 

 

 

 

Enter your User Name and Password. 

 

Press the Submit button. 

 

If the credentials are valid, you will be granted access. 

 

If the credentials are not valid, review the explanation supplied. 
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Contracts and Reports Log In 

 

Successful Login 

 

 

 

Login error 
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Contracts and Reports Log In 

 

You will then be returned to the Main Menu 
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Working With Contracts 

 

To work with Contracts, press the Contracts button. 

 

 

 

You will then have the option of 

 Creating a New Contract, 

 Review / Edit an existing Contract, 

 Review / Print General Provisions. 
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New Contract 

To Create a New Contract, press the “Create New Contract” button 

 

A blank Contract fom will appear: 

 

Enter the Participant, Case Manger and Training Site by pressing their respective 

buttons. 
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New Contract 

 

Select Participant 

 
 

Enter Search Term and press the Submit button 

 

 

Select Participant from Search Results 

 

 

The Participant Information will be automatically populated 
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New Contract 

 

Select Case Manager 

 

 

Select the appropriate Case Manger from the list. 

 

 

 

The Case Manager Information will be automatically populated 
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New Contract 

Select Training Site 

 

 

Enter Search Term, and press the Submit button 

 

 

Select the appropriate Training Site from the list 

 

The Training Site information will be automatically populated 
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New Contract 

 

Once the: 

 Participant 

 Case manager 

 Training Site 

data has been entered, select a Contract Type from the buttons.  
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New Contract 

 

The fields pertaining specifically to that Contract type will appear at the bottom of 

the form. 

WEX = Work Experience 

 

Intern = Internship 
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New Contract 

 

OJT = On-the-Job Training 

 

SEO = Summer Employment Opportunity 
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New Contract 

 

ITA = Individual Training Account 

 

OST = Occupational Skills Training 

 

LP = Leadership Plan 
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New Contract 

 

Enter the Contract details, then press the Submit button  

 

 

 

After the Contract has saved, you can then View Contract 
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New Contract 

 

Contract Page 1  
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New Contract 

 

Contract Page 2  
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New Contract 

 

Contract Page 3  
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New Contract 

 

Printing with Chrome 
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New Contract 

 

Printing with Internet Explorer 
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Review Contracts  

 

Review Contracts by selecting Contract Lookup 

 

 

 

Search by Last Name, Participant ID, Contract ID, Case Manager, Worksite or Job 

Title 
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Review Contracts  

 

Search Results  

 

 

 

Select the correct Contract from the list Edit Contract as Required 
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Review Contracts  

 

Verify / Correct the Contract as necessary 

 

Press the Save Changes button to Save Changes 
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Review Contracts  

Upon successful update, the modified contract can be viewed 

 

 

 

After review, one may also review and or print the General Provisions 
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General Provisions  

 

Access the General Provisions by pressing the General Provisions button 

 

Select “the type of Contract”  to review the General Provisions 
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General Provisions 

Select Intern for the Internship General Provisions  

 

 

-- truncated -- 
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General Provisions 

 

Select On-The-Job Training for the OJT General Provisions  

 

 

-- truncated -- 
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General Provisions  

Select SEO for the SEO General Provisions 

 

 

-- truncated -- 
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General Provisions  

 

Select Work Experience for the WEX General Provisions  

 

 

-- truncated --  
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Report Generator 

Report Generator 

Select the Reports button 
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Report Generator 

 

Report Generator Selection Screen 

 

 

 

 Enter the Start and End Dates for the desired Report 

o Drop-Down Calendars are available when using modern browsers 

 Select Youth, Adult or All 

 Select the Type of Contract, or All 

 Select the Funding Source (YCC Grant or All) 

 Press the View Report button  
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Report Generator 

 

This truncated Report displays the Contracts written to one Training Site during 

the period entered. 
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Support Services Assessment Form (SSAF) 

 

To access Support Services, press the Support Services button 

 

 

 

To Create a New SSAF, press the Create New SSAF button 
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Support Services Assessment Form (SSAF) 

 

On the Member Search page, enter identifying information, such as Last Name, 

and press Submit to Search 

 

 

 

Select the appropriate Participant from the Search Results 
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Support Services Assessment Form (SSAF) 

 

A new SSAF form will appear with the Participant information pre-populated: 

 

 

 

Enter the required fields and press Save SSAF 
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Support Services Assessment Form (SSAF) 

 

Review the SSAF by pressing View SSAF 
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Support Services Assessment Form (SSAF) 

 

Completed SSAF form: 

 

 

Make any changes as necessary and press Update SSAF 

If no changes are necessary, press Print SSAF 
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Support Services Assessment Form (SSAF) 

 

Printing from Chrome 
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Support Services Assessment Form (SSAF) 

 

When completed, press Support Services to return to SSAF Menu 
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Support Services Assessment Form (SSAF) 

 

To Review an existing SSAF, select Support Services 

 

 

 

Select Review Existing SSAF 
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Support Services Assessment Form (SSAF) 

 

Search for Existing SSAF by Last Name, Participant ID or SSAF ID: 

 

 

Select the appropriate SSAF from the Search Results 
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Support Services Assessment Form (SSAF) 

SSAF Review: 

 

Make changes as necessary and press Update SSAF 

If no changes are necessary, press Print SSAF 

When complete, press Support Services to return to SSAF menu 
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Maintenance 

 

From the Main Menu, select the Maintenance button 

 

 

Maintenance is divided into two sections – Program Maintenance and Staff 

Account Maintenance 
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Program Maintenance 
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Provider Mainenance 

 

Authorized users can modify the Provider (Company) information.  After the 

modifications are entered, press Update to apply the changes. 

 

 

Upon successful update, a confirmation will be displayed 
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Case Managers 

 

Authorized users can edit Case Manager information. 

 

 

After the modifications are entered, press Update to apply the changes. 

 

 

Upon successful update, a confirmation will be displayed 
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Case Managers 

Adding a Case Manager 

 

Enter the Case Manager information 

 

The Authorized Signer can be seelcted from the drop-down list 

 

Upon successful update, a confirmation will be displayed  
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Training Sites 

 

New Training Sites can be added, or modified as necessary.  Training Sites can also 

be reviewed for EIN and NAICS codes 
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Training Sites 

 

Authorized users can enter new Training Sites 

 

Enter the Training Site information 

 

 

Upon successful update, a confirmation will be displayed  

 



52 

 

Training Sites 

 

Authorized users can enter new Training Sites 

 

Update the Training Site information 

 

 

Upon successful update, a confirmation will be displayed  
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Participant Information  

Authorized users can modify Participant Information (New Member Accounts are 

created in the PROGRAM system) 

 

Enter the search term and press Submit 

 

 

Select the appropriate Participant from the Search Results 
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Participant Information  

 

Modfy the Participant Data as necessary.  Press Update when done 

 

 

Upon successful update, a confirmation will be displayed  
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Delete Contract  

 

Authorized users can delete Contracts created in error. 

 

Enter the Contract Number and press the Submit button 

 

 

Upon successful deletion, a confirmation will be displayed  
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Delete SSAF  

 

Authorized users can delete SSAFs created in error. 

 

Enter the SSAF Number and press the Submit button 

 

 

Upon successful deletion, a confirmation will be displayed  
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Maintenance 

 

From the Main Menu, select the Maintenance button 

 

 

Maintenance is divided into two sections – Program Maintenance and Staff 

Account Maintenance 
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Staff Account Maintenance SubMenu 
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User Name  

Recover forgotten User Name 

 

 

Enter First and Last Name, press Submit 

 

 

An email will be sent to the email address of record 
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Recover Password 

Recover forgotten Password 

 

 

Enter First and Last Name, press Submit 

 

 

An email will be sent to the email address of record 
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Change Password 

 

Enter old password, then enter the new password twice 

 

An email will be sent to the email address of record 
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Create Staff Account 

Authorized users can create new staff accounts 

 

Enter User Account details and press Submit 

 

 

An email will be sent to the email address of record 
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Create Staff Account 

Authorized users can create new administrator accounts 

 

Enter Administrator Account details and press Submit 

 

An email will be sent to the email address of record 
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