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Sign On Page
 

This is where you, the Issuing Officer, sign on to use the system. 
 

 
 
 
                              
 
 
Step 1: Enter the username that was e-mailed to you. 

  
Step 2: Enter the password that was mailed to you.  If you did not receive a     

password, please call Child Labor at 404-232-3260. 
 
Step 3: First time users must change their password.  The password must be 

at least eight characters and must contain a combination of letters 
and numbers. 
Note:   password is case sensitive (capital and lower case letters must 
match in your password) and cannot be a repeat of the password that 
was changed. 

 
Step 4: When changing password, Issuing Officer must confirm (re-type) 

password. 
 
Step 5:  Select “Submit”.  

Step 1 Step 2 Step 3 Step 4
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Main Page 
 

 
 
 
           
 
            
  
Option 1: You may begin a new work permit by selecting the “Start New  

Permit” button. (See Section III for complete instructions) 
 

Option 2: You may complete a work permit that was started by you or 
another Issuing Officer from your location.  You may also print 
an incomplete work permit.  (See Section IV) 

 
Option 3: You may view a list of completed work permits issued by 

Issuing Officers at your location by selecting the “View 
Completed Permits” button.  (See Section V for additional 
options) 

 
Option 4: You may print a blank work permit selecting “Print Blank Form”.  

(See Section VI) 

Indicates the Name, 
Address, Phone Number 
of School or School 
Board of Issuing Officer 

Option 4 Option 3 Option 1 Option 2 
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Minor’s Information Screen 

 
 

 
     Instructions:  

Enter minor’s full name, street address, city, state, and zip code.  
Select from the drop down box the minor’s county of residence.  
Enter parent or guardian’s full name. 
Enter date of birth.  The age will automatically calculate. 
Select race/ethnic background and gender from drop down box. 
Enter minor’s Social Security Number (SSN).  If minor is not a U.S. 
citizen, enter the parent’s alien ID Number or other ID along with 
the description. 
Enter home telephone number (if none, enter all zeros). 
Select school status from drop down box.  If minor attends a 
Georgia school, the name of the school and grade is required. 
Enter minor’s email address, if applicable. 
   
Select “Submit” to continue.  Please review information to ensure 
all data is accurate.  Information cannot be changed after second 
submission.  If an error is discovered after submission, a new work 
permit must be started.  All incomplete work permits will be 
automatically deleted from the system after 30 days.  
 

 * REQUIRED FIELDS 
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Employer’s Information Screen 
 

 
 
Instructions: 
Enter Employer’s Department of Labor Number or Federal Tax Identification 
Number. 
Enter name of employer, physical street address, city, state, and zip code. 
Select County of Employer from drop down box. 
Enter phone number with any extension. 
Select the type of industry from drop down box.   
Select job duties from drop down box. If no perfect match, enter best description 
and add comments in “Notes to DOL” found in Section C. 
Select number of hours worked on school days, the earliest start time and the 
latest end time from the drop down boxes. 
Select number of hours worked on non-school days, the earliest start time and 
the latest end time from the drop down boxes.  
Select the total hours worked per week when school is in session and when 
school is not in session from drop down boxes.   
Enter name of company official that completed form, title and email address (if 
applicable). 
 
Please disregard any warning messages regarding the hours minors may or may 
not work. 
This information has been pre-programmed for the next phase of the electronic 
work permit. 
Select “Submit” to continue.  Please review information for accuracy.  Information 
cannot be changed after second submission. 
 
Hours of work are required to complete the work permit.  Employer must 
enter either the number of hours the minor will work on school days or 
non-school days.  One or both must be completed.  One or both of the 
maximum hours per week when school is in session or when school is not 
in session must be completed.  
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Issuing Officer Screen 
 

 

 
 
 
Instructions:   
After verifying date of birth, select yes to “Date of Birth Verified”. 
Indicate whether minor has appeared before the Issuing Officer. (Minor’s 
presence is mandatory.) 
Indicate whether a Permanent Identification Card was issued.  Only 16 and 17 
year olds should be issued ID cards. 
Comments to the Child Labor Staff regarding the work permit can be 
indicated in the “Notes to DOL” section. 
 
Select “Submit” to issue the work permit.  Review information for accuracy and 
submit.  After second submission, the message “Work Permit successfully 
completed” appears in the message area and the “Print Completed Permit” 
button appears at the bottom of the screen and may be selected to print the 
completed permit.  After Issuance, you may begin a new work permit by selecting  
“Start New Permit” or return to the Home Page by selecting “Return to 
Incomplete Permits”. 
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Incomplete Work Permits
 

 

 
 
 
 
 
 

You may complete a work permit that was started by another Issuing Officer from 
your location. 

 
Step 1:    Select the “SSN” associated with the desired work permit. 

 
Step 2:    Complete Work Permit as shown in Section III of the tutorial. 

 
You may also print an Incomplete Work Permit from this screen.   

 
Step 1A:  Select “Print” next to minor’s SSN and name.  The window 

on the following page will appear. 
 

Step 1A Step 1 
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Step 2a Step 3a 

 
 
 

Step 2a:    To print, select printer image.   
 
Step 3a:    Then close the window.   
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Completed Work Permits
 

 
 

 
 
 
 
 
 
This window displays a list of work permits that were issued at the current 
location.   

 
Step 1: Select the “SSN” associated with the desired work permit. The window 

on the following page will appear. 

Step 1 
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Step 2 Step 3 

 
 
 
Step 2:   To print, select printer image.  
 
Step 3:   Then close the window. 
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Blank Work Permits
 
 

 
 
 
 
 
 
 
Step 1: Select on “Print Blank Form”.   
 
 
Step 2: Follow print options for printing a completed work permit in Section V, 
             Printing Completed Work Permits, steps 3 and 4.   
 

STEP 1 
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