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INTRODUCTION 
The California Job Openings Browse System (CalJOBS) Forms & Procedures Handbook has 

been developed to clarify the procedures for recording services provided to individuals. The 

intent is to increase the consistency of the use of CalJOBS and therefore the consistency of the 

data and the accuracy of data reporting. This handbook will also aid in tracking an individualôs 

history, progression, and status, and will enhance the Service Providerôs ability to provide 

seamless and comprehensive services. 

This handbook provides line item instructions for completing forms in CalJOBS. Many of the 

procedures covered in this handbook are basic daily functions and are provided for new staff 

learning the job. However, the handbook can serve as a reference manual for experienced staff. 

The chapters of this handbook are organized to cover forms in CalJOBS. The forms that will be 

covered in this handbook are listed below: 

1. Search Form 

2. CalJOBS Registration 

3. WIOA Application 

4. Alternate Contacts Form 

5. Participation Form 

6. Activity Enrollment Form (information will vary by activity code) 

7. Case Notes Form 

8. Scanning Form 

9. Credentials Form 

10. Employment Form 

11. Literacy & Numeracy Records Form 

12. Measurable Skills Gain Form 

13. Closure Form 

14. Outcome Form 

15. Follow-up Form 

The procedures and definitions outlined in this handbook are intended to support the service flow 

protocols established by the existing policies and procedures.  

All questions surrounding the interpretation and proper use of this handbook should be directed 

to your San Diego Workforce Partnership (SDWP) Program Specialist. Data Management Team 

should only be contacted regarding the technical operational and system training aspects of 

CalJOBS. 
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DATA ENTRY TIPS 

To successfully complete forms in CalJOBS, here are some data entry tips:  

1. Required fields in forms are marked with a red asterisk (* ). 

2. Enter information using the ñTabò key or mouse to move from one field to another. 

3. The forms are data-driven and will ñrefreshò with new questions based on answers. 

Please be patient and ensure data is saved correctly.  

4. Dialog boxes that have a verify link 

(i.e. Birth Date) allow staff to 

indicate the document use for 

verification (i.e. Birth Certificate to 

show proof of birth date). To use the 

verify link follow these steps: 

a. Click the verify link once, the 

area will expand with 

available options of 

documents to choose from.  

b. Select the document that will 

be used to show proof of such 

item.  

c. Once selected, click the verify 

link again.  

d. A check mark appears on the 

form, indicating staff has 

verified the status of such 

item.  

5. Click the  button to save information on each screen, and to proceed to the next 

screen.  

a. CalJOBS will execute the business rules established for each screen to ensure the 

accuracy of data input. 

b. Bold red text will be displayed to identify errors made within the data entry 

process.  

c. Staff can correct the mistake(s) and click the  button again to re-save the 

data and proceed.  

6. Some dialog boxes have a pop-up calendar icon,  (i.e. application date) 

a. Click the icon to select the appropriate date 

b. To navigate to other months or years, click the < to see a previous month.  

c. Click << to see a previous year.  

d. For next month, click > and for next year, click >>.  

e. Click Select when the correct month, date and year displays.  

f. Click the Today link to automatically insert todayôs current business date in a date 

field.
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SEARCHING FOR AN INDIVIDUAL  

SEARCH FORM 

When searching for an individual in CalJOBS follow the steps below:  

1. From the left navigational menu, under Services for Workforce Staff, select Manage 

Individuals.  

2. Then, select Assist an Individual.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. This will bring staff to the Search Form. Enter information in the form and then click the 

button.  
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Staff can search for an individual by: 

¶ Entering first name, last name, and last 4 numbers of social security number OR 

¶ Entering the individualôs full social security number OR 

¶ Using any of the other available fields  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This will show the last 5 

individuals staff assisted. 

Additional Search Options 

can be found by clicking 

More Search Options. 
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4. Search results will display a list of individuals who have met the search criteria.  

a. To access an individualôs profile, under the Action column click the Programs tab.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 

2 
3 3 

4 
5 6 

7 

8 
9 

10 11 12 

To sort any column, click the column title 

(for example, sorting list by First Name) 
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SEARCH FORM 

FIELD  DESCRIPTION 

1. Detailed This view displays more data for staff to decide which individuals to assist, but takes up 

more space for displaying the search results. 

2. Username To assist an individual, click on the individualôs username. A picture of a flag next to 

the individualôs username identifies them as a veteran. 

3. First Name & 

Last Name 
Provides the first and last name of the individual.  

4. SSN Provides the last 4 numbers of the individualôs social security number.  

5. Vet Identifies whether individual is a veteran. 

6. State ID Provides the State ID of the individual. 

7. Last Login Date Provides the last date of when the individual logged into CalJOBS. 

8. RTW Right to Work (RTW) column indicates whether the appropriate RTW documentation 

related to the individualôs citizenship has been validated.  

9. Last Exited Provides last date of exit for those individuals who have exited from the system. 

10. Created Provides the date the individualôs record was created. 

11. Action 

Has links to specific tabs or locations. If staff, click on a link it will re-direct them to the 

Staff Profiles folder for the selected individual to view the following folders: 

¶ Summary ï Opens the Summary Tab, which lists personal information, activity 

and case management details, and employment and education data.  

¶ Notes ï Opens the Case Notes Tab, which allows staff to view, edit, or print 

existing notes, as well as add new case notes to the file.  

¶ Activities ï Opens the Activities Tab, which shows options to view the 

individualôs internal job referrals, employment history, event history, wage 

information for program participation, staff referrals to providers, activity 

history/service plan, and alternate contacts. 

¶ Programs ï Opens the Programs Tab, which shows the information about the 

programs and activities that the individual has participated in.  

12. Select 

Allows staff to save individuals to a new or current search list.  

 

Staff can use the ñSearch Listò theyôve created to search that specific list for an 

individual instead of searching the entire CalJOBS system. 
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Once staff has selected the individual that they are going to be working with (to access an 

individualôs profile, under the Action column click the Programs tab) the Currently Managing 

section will display at the top left corner of the navigational menu. A similar page the like the 

one below will be displayed:  
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WAGNER-PEYSER RE-ENROLLMENT PROMPT 

When a staff attempts to assist an individual, who has a closed Wagner-Peyser participation (i.e., 

they have exited from Wagner-Peyser program), the system automatically displays a screen to 

allow staff to review/change the individualôs participation information and then re-enroll them in 

Wagner-Peyser (WP) program. This allows the system to record any Wagner-Peyser activities 

for federal reporting purposes. 

Staff can perform the following steps to manage the WP re-enrollment prompt:  

¶ To bypass the WP re-enrollment click Do not enroll.  

¶ The system will bypass creation of a WP enrollment and participation record, and will 

not update participation information for the individual.  

o Note: The Do not enroll option is targeted to WIOA program staff who may not 

want to enroll their individual in WP.  
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WIOA DATA ENTRY  
The image below provides a general overview of the different steps that are involved when 

entering data in CalJOBS for WIOA Program and what CalJOBS forms are completed at each 

step.  

Step 1: The individual registers in the system. In this step a CalJOBS Registration Form is 

completed by the individual or staff can assist with the process.  

Step 2: The individual applies to the program and eligibility information is collected. In this step 

a WIOA Application Form is completed by staff. 

Step 3: The individual enrolls in program. In this step, staff document program participation by 

completing 2 forms, a Participation Form and Activity Enrollment Form.  

Step 4: The individual receives program services. In this step staff document program services 

provided to the individual in an Activity Enrollment Form.  

Step 5: The individual exits the program. In this step, staff complete a Closure Form to indicate 

the individual is ready to be exited. Then, approximately 90 days later an Outcome Form is 

generated by CalJOBS to indicate that the individual has been officially exited from the program.  

Step 6: The individual is tracked for performance. In this step a Follow-Up Form is completed 

once every quarter for up to 4 quarters. 

 

 

 

 

Step 1 

Form 

completed by 

individual, staff 

can assist with 

process. 

Step 2 through Step 6 

Forms are completed by Staff ONLY 
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CALJOBS REGISTRATION 

INTRODUCTION AND PURPOSE  

All individuals receiving program services must be registered in CalJOBS. CalJOBS Registration 

must be completed before beginning a program application, staff can assist the individual with 

completing registration. All information is self-disclosed, data is considered part of the normal 

registration and is used later to help manage the individual, create resumes, enroll the individual 

in programs, and provide services. The registration also captures demographic information, 

which aids in local workforce development project initiatives.  

EXISTING INDIVIDUALS IN CALJOBS 

Prior to completing a CalJOBS Registration, staff must search for the individual in CalJOBS to 

ensure that they are not already registered.  

For those already registered, staff can verify or update information in the CalJOBS Registration 

located under: My Individual Profiles Ą Personal Profile Ą General Information  
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COMPLETING CALJOBS REGISTRATION 

For those individuals not registered in CalJOBS, follow the steps below to assist the individual 

with completing CalJOBS Registration.  

1. From the left navigational menu, under Services for Workforce Staff, select Manage 

Individuals. 

2. Then, select Create an Individual.  

3. Answer all questions and submit completed CalJOBS Registration using the 

button.  
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REGISTRATION SCREEN 1 
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SCREEN 1 CONTINUED é  
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REGISTRATION SCREEN 2 

 

 

 

 

 

 

REGISTRATION SCREEN 3 
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REGISTRATION SCREEN 4 

 

 

 

 

 

 

 

 

 

REGISTRATION SCREEN 5 
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REGISTRATION SCREEN 6 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

REGISTRATION SCREEN 7 
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REGISTRATION SCREEN 8 

 

 

 

REGISTRATION SCREEN 9 
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REGISTRATION SCREEN 10 

 

 

 

 

 

 

 

 

 

 

REGISTRATION SCREEN 11  

 

 

 

 

 


















































































































































































































































































































































































































































