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After your User Name and Passed are accepted, you are ready to use the OWPS. 

From the OWPS home page, three functions are available: 

1. Search Existing Student Records; 

2. Browse the List of Students; and  

3. Create a New Student Record. 

These three functions will help you to create or edit student records; to add, update, or 

revoke active work permits; and to process termination notices. 
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Issuing Work Permits 

1) A Student Record is required for each teen worker that is to be issued a work permit.   

You will only set up one Student Record for each teen.  Once the Student Record has been 
established, it stays in the system allowing you to review the Student Record to process termination notices, 
revocations, and subsequent work permit issuances.  The OWPS maintains each student’s 
employment history and eliminates the need for the Office Record Card.  

2) A work permit may be issued to the teen’s Student Record.  The work permit may also 

be revoked or the termination notice processed from the teen’s Student Record. 

Creating a New Student Record  

From the OWPS home page, select “Create a New Student Record” to create a new 

profile for the student.  You will be prompted to enter the student’s last name and their 

birth date to verify that the teen does not already have an existing Student Record.  

If a match is found, the screen will look as follows: 

If this is the student for whom the work permit is to be issued, click on their name. 

If the teen does not have a Student Record, select “Create a New Student Record.”  You 

will then be taken to “Create a New Student Record” page.  This page is demonstrated in 

the following figure:  
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Complete this information and click on “continue.”  You will then be brought to the 

confirmation page. 
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Verify the Student Record information. 

1) If incorrect, select back to edit the applicable information. 

2) If correct, select continue, and the following screen will appear. 
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After you have added the Student Record, you may proceed to issuing a work permit by 

selecting “continue.”  

Issuing/Adding a Work Permit to a Student Record 

You may issue/add a work permit to an existing Student Record by selecting the 

appropriate Student Record using the Search or Browse functions found on the OWPS 

home page, or by selecting “continue” after adding a new Student Record. 

After selecting a Student Record from either the Search or Browse pages, from the “Edit Student 
Record” page, you can: 

• Edit a Student Record 

• Add a Work Permit 

• Update a Current Work Permit 

• Terminate an Active Work Permit 

• Revoke an Active Work Permit 

When issuing/adding a work permit, you will be asked to enter various information 

concerning the teen’s potential employer, the employer’s industry, the teen’s job duties, 

and the hours that the teen is to work. 
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After you have completed all of the required information, the OWPS will run logical checks 

to make sure that the teen worker will not be working in a hazardous industry or working 

hours prohibited by the child labor laws.  If everything checks out, you will have chance to 

confirm the work permit information.  Once this information is confirmed, the OWPS 

creates a work permit for the teen worker. 

Printing a Work Permit 

1) To print the work permit, you are required to have Adobe Acrobat Reader installed in 

your computer.  If you do not, please visit http://www.adobe.com for the free software. 

2) From the “Print New Work Permit” page, select “download a PDF of the work permit.” 

After the PDF of the work permit has appeared in your browser, select “print” from your 

browser’s file menu to print the work permit. 
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Please note:  To return to the previous screen, you will have to select the back 

button on your Internet browser. 

Once you have printed the work permit, sign your name, and validate the permit.

The work permit may now be given to the teen worker for presentation to the employer. 

Processing Termination Notices 

To process a termination notice, you must first Search or Browse to locate the teen’s 

Student Record. Once you have found and selected the desired Student Record, you will 

be taken to the “Edit a Student Record” page. 

From the “Edit a Student Record” page, select “Terminate Active Work Permit.” 

Enter the date that the teen worker ceased employment.  After selecting the date using the 

drop down menus, select “continue.” 

At this point, the screen will ask you to confirm the termination of the work permit for the 

student.  If the “back” option is chosen, the “Terminate Work Permit” page will appear.  If 

the “cancel” option is selected, the “Edit Student Record” screen will appear.  If the 

“continue” option is selected to confirm the termination of the work permit, the “Work 

Permit Successfully Terminated” page will appear. 

You can then print the screen for your records.  After printing, you can select “continue” to 

return to the teen’s Student Record page, or select home to return to the OWPS home 

page. 

Revoking a Work Permit 

To revoke a work permit, you must first Search or Browse to locate the teen’s Student 

Record. Once you have found and selected the desired Student Record, you will be taken 

to the “Edit a Student Record” page. 

From the “Edit a Student Record” page, select “Revoke Active Work Permit.” 

Enter the date the work permit was revoked and select the reason for its revocation.  

Select “continue.” 

At this point, the screen will ask you to confirm the revocation of the work permit for the 

student.  If the “back” option is chosen, the “Revoke Work Permit” page will appear.  If the 

“cancel” option is selected, the “Edit Student Record” page will appear.  If the “continue” 

option is selected to confirm the revocation of the work permit, the “Work Permit 

Successfully Revoked” page will appear. 

You can then print the screen for your records.  After printing, you can select “continue” to 

return to the teen’s Student Record page, or select home to return to the OWPS home 

page. 

If you have revoked the work permit for grades or attendance, make sure you send a letter to the 
employer and the teen’s parents/guardian notifying them of the revocation. 
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Editing a Student Record 

To edit a Student Record, you must first Search or Browse to locate the teen’s Student 

Record. Once you have found and selected the desired Student Record, you will be taken 

to the “Edit a Student Record” page. 

From the “Edit Student Record” page, select “Edit a Student Record.”  This will allow you 

to edit and confirm changes to the Student Record. 

After editing and confirming the changes to the teen’s Student Record, select “continue” to 

return to the teen’s Student Record page, or select home to return to the OWPS home 

page. 

Updating a Work Permit 

To update a work permit, you must first Search or Browse to locate the teen’s Student 

Record. Once you have found and selected the desired Student Record, you will be taken 

to the “Edit a Student Record” page. 

From the “Edit Student Record” page, select “Update Current Work Permit.”  This will 

allow you to edit and confirm changes to the work permit. 

After editing and confirming the changes to the teen’s work permit, select “continue” to 

return to the teen’s Student Record page, or select home to return to the OWPS home 

page. 

Search Existing Student Records  

To update a work permit, you must first locate the student record.  This can be done using 

either the browse or search options. Once you have selected the student record which you 

would like to edit, you will be taken to the “Edit a Student Record” page.   

 From the home page, you can use the “Searching Existing Student Records” function 

to locate the Student Records all teens who have been issued a work permit.  The 

search function allows you to search by first name, last name, or birth date.  This 

search will show all student profiles that meet your selected criteria.  Once you have 

found the record for which you were searching, select that teen’s Student Record and 

you will be taken to the “Edit Student Record” page. 
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Browse the List of Student Records  

“Browsing” is another search option which allows you to search all existing Student Records.  

“Browsing” allows you to see a list of all students in alphabetical order by last name.  If the student 

is listed in, the Student’s Record can then be edited with a single left-click on the student’s name.  

The “Browse Student Record” page can also be sued to determine if a teen has an existing 

Student Record. 

 

 




