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Overview

This job aid describes how to register employers.

Step-by Step Instructions

1. Gotothe NCFAST page. Click the Clients and Outcomes tab.

FAST EHligibility Worker

Clients and Outcomes

2. Click the Shortcuts panel toggle.

NC FAST Eligibility Worker

Home Clients and Outcomes Inbox Calendar

Inbox Calendar Reports

3. The Shortcuts menu expands. Click the Registration folder.
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Person...

Prospect Person...

Employer...

Prospect Employer....

Education Institute. ..
External Party...
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Utility...

Service Supplier...
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5. The Register Employer pop-up appears. Enter applicable search criteria then click
Search.
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Notes: ﬁocial Workers have the option to search by Countﬂ. If the applicable Commented [CK1]: Included option to search by County and

. . . . . . replaced screenshot.
employer is displayed in the Search Results, do not register them again. Click Cancel.

Register Employer @ ®

© Registered Check  (2) Details

Step 1: Registered Employer Check - Perform this search to check if the employer is already recorded.

Time Remaining: 29:44

Search Criteria

-
Reference | |

Additional Search Criteria -
Trading Name ‘ | Registered Name ‘ ‘
Address Line 1 \ | AddressLine2 \ |
City ‘ | County | v I

6. If the employer is not displayed in the search results, continue the registering
process then click Next.

Register Employer

@@
) Registered Emplover Check (2] Employer Detas
Step % Registersd Emplayer Gheck - P paych b check i the employer is already recorded.
o There are no |mlmng iterms . iearch Criteria entered, ~
[
Search Criteria -
Reference ./
Additional Search Criteria -
Trading Name Joa Hopa Home Regiatered Name Jaa Hopa Home
Adidress Line 1 444 Down Dr Address Line 2 v

=

7. The Employer Details page displays. Enter and select applicable criteria then click
Save.
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Q) Registered Employer Check € Employer Details
Step 22 Employer Details

ReferenceNumber | | PreferredLanguage -
srioncue: (5] E ke — 1

Registered Name * Joa Hope Home

Registered Address

sovsse — —
stz — 1 .

(=] =]

8. The Employer page displays.

Jest Hopos e 3

Joe Hope Home: wee [
Joe Hope Home 111334200
. 444 Dowen Dr. Radoigh [0 Related Companies.
" Enginearing - L
‘' w  d
Not Recerdedt () Not Recorded
Kot Rsceorded
Homa ‘Backgrourd Cortnct Casen Fnancial Varficaton Tamka Adimrmtration
¥ Home ca®
Name -
Registernd Name o Hops Home Tracing Mame Joa Hope Home

Registration Date 2A0E



