
STEP 1: CREATE AN ACCOUNT
Once you determine you need access to YES in order to enter a minor’s information (hire aged 17 or younger), e-mail 
geninfo@iu.edu. Be sure to include “YES” in the title of the e-mail, and include your campus and email address in the 
body of the e-mail.

You will be notified via e-mail that you have been added to YES by geninfo@iu.edu. You may also receive an e-mail 
from YES with a link and instructions. In case you do not receive the e-mail from YES, follow the instructions below. 
You will need to create an account for Access Indiana to be able to enter minors into YES.

a.   Go to access.in.gov/client/signin. 

b.   Click the Sign Up for Access Indiana button.

c.   Enter your email address then select Send Verification Code.

d.   You will receive an e-mail with a verification code.
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e.   Enter this code and select Continue.

f.   Create a passsword and select Continue.

g.   Enter your profile information and select Create Account. 
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STEP 2: ADD A MINOR
Once you have created your account and want to add a minor, click on the four squares icon on the left hand menu.

a.   Select the DOL icon for Youth Employment Registration.

b.   Scroll to the bottom of the page and select Employer Registration.
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c.   Click on your campus location.

d.   Select Add New Employee.

e.   Enter the minor’s information and select Save.
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STEP 3: ADD TERMINATION DATES
To add termination dates to a hire, log into YES, select the campus location and click Search Employees.

a.   You can search for the hire using first and last name, or look through the list of employees on your campus. 
Click Edit/Terminate.

b.   This will open the employee’s information box and you can add the termination date. Click Save.
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