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INTRODUCTION

The California Job Openings Browse System (CalJOBS) Forms & Procéthmdbook 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 harldbowi | | al so ai d 1 n track
hi story, progression, and statwus, and will en
seamless and comprehensive services.

This handbook provides line item instructions for completing forms in CalJOBS; ddhe
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 fior@alJOBS. The forms that will be
covered in this handbook are listed below:

1. Search Form

CalJOBS Registration

WIOA Application

Alternate Contactsorm

Participation Form

Activity Enrollment Form(information will vary by activity code)
Case Notes Form

Scaning Form

9. Credentiat Form

10. Employment Form

11.Literacy & Numeracy Records Form
12.Measurable Skif GainForm
13.Closure Form

14.Outcome Form

15. Follow-up Form

©ONOOA WD

The procedures and definitions outlined in this handbook are intended to support the service flow
protocols emblished 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 aatacted regarding the technical operational and system training aspects of
CalJOBS.
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DATA ENTRY TIPS
To successfully complet®rms in CalJOBS, here are some data entry tips:

1. Required fields in forms are marked with a red asterigk (

2. Enteri

nformation usi

3. The forms are datdrivena nd wi
Please be patient and ensure data is saved correctly.

ng

the ATabo key or mouse

I Arefresho with new ques

4. Dialog boxes thiahave averify link
(i.e. Birth Date) allow staff to
indicatethe document use for
verification (i.e.Birth Certificateto
show proof of birth date)lo use the
verify link follow these steps:

a.

5. Click the

Click theverify link once the
area will expand with
available options of
documents to choose from.
Select the document that will
be used to show proof of sucl
item.

Once selected, click theerify
link again.

A check mark appears on the
form, indicating staff has
verified thestatus of such
item.

screen.
a. CalJOBS will execute the business rules established for each szE®sure the

accuracy of data input.

« Date of Birth:

Edit Date of Birth
02/20/1990

[ Verify | Scan | Upload | Link |
« Birth Certificate

Date of Birth Verification

@] Baptismal Record with Date of Birth

{® Birth Certificate

O pp-214

O Driver's License

O Federal, State or Lacal Government ID Card
O Hospital Birth Record

O Passport

O Public Assistance/Social Service Record

O School Records/Identification

O work Permit

O Decree of court

O Mative American Tribal Document

(O Tribal Record with Date of Birth

O Other Applicable Documentation, (specify)
O Documentation in Case File

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

b. Bold red textwill be displayed to idntify errors made within the data entry

process.

c. Staff can correct the mistake(s) and click =“=* button again to rsave the

data and proceed.

6. Some dialog boxes have a pop calendar icor = (i.e. application date)

a.
b.

c
d.
e
f

l1|Page

Click the icon to select the approgae date

To navigate to other months or years, click the < to see a previous month.
Click << to see a previous year.
For next month, click > and for next year, click >>.

ClicktheToday | i nk
field.

t o

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

a ut o ma busiceasldateyin adats e r t
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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, undgrvices for Workforce Staff selectManage

Individuals.
2. Then, selecAssist an Individual

Caldoks™

IEntE‘ Search

screen.

My Staff Dashboard
My Staff Resources ‘
My Staff Account
e ok January 2017 o>
Directory of Services S M T w T F S
25 26 27 22 29 330 A
C 1 2 3 4 5 6 I
g 9 1 1 12 1B 14
19 20 2
- » .
Manage Individuals Create an Individual 2% 21 28
Manage Employers F| One Case Note to Multiple 4 3 1
Individuals
Manage Resumés 4
Assist an Individual
Manage Job Orders 4

Manage Labor Exchange Enter the Appointment Center o

Manage Activities 4

&% Home (D My Dashboard 1 Sign Out .f.

Services for Individuals g Services for Employers

Welcome to My Staff Workspace
This page allows you to customize the content you are interested in. Click on a button in the grid to
access the details of a work item, or select another function from the menu on the left hand side of the

My Staff Dashboard My Staff Resources My Staff Account Directory of Services
[ My Calendar & J El Need help or more information & J E My Report Indicators

Quick Search p

Assistance Center Staff Activity Performance
r Find the answers to your E Individuals E
/N questions or issues. B emplovers R

. B
Learning Center E LT m
@ . . E 1.Orders m
Watch self paced training videos

I ond tutorials. IDed Staff Activity Report

Note that help is available on most pages by
clicking the question mark )

B staff Productivity

Staff Productivity by Program
12/20t0 1/19

| (i) msses

6000
©

View More Reports

[ Labor Market Services

Labor Market Facts
Find answers to commonly asked

3. This will bring staff to theSearch Fom. Enter information in the form and then click the

@ button.

12|Page
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Staff can search for an individual by:
1 Entering first name, last name, and last 4 numbers of social security nORber
T Entering the individu®Ro6és full soci al secu
1 Using any of the other available fields

LEED This will show the last 5 |

individualsstaff assisted.

You have saved Individual item(s) in My Search Lists,

I Here are the 5 most recent individuals you assisted: Assist I

Search

P General Criteria

Individual Username: |

Individual User ID: |

StatelD NMumber: I

First Mame: |

Last Name: |

SSN (lzst 4 digits): [

SSN (full number): [ Example: 999999099
State Source ID: I—

State Activity ID:

Date of Birth: (mmy/dd/yyyy)

Telephone MNumber: | - I -I ] tnclude Alternate

Scan Card ID: |

Email Address: |

Registration IP: l—

Login IP: I—

Resumé Available; INone selected |i|
Individual Registered within l— days

Last Login Date: Betweaen Today And Today

Program Participation INcne selected
(Active only):

Application # |
(Open or dlosedit

[Top | Search | Bottom ]

Assigned LWIA / One Stop

LWIA/Region: INGHE Selected
One Stop Location: |Se|ect an LWIA/Region |1|
Additional Search Options [ More Search Options]

can be found by clicking
More Search Options

13|Page rev. 11/05/18



4. Search results will display a list of individuals who have met the search criteria.
i ndi vActibrucallmin slickghePoofiranms &b

a. To

Results View: Summ
To sort on To sort on any column,. colum

access an

To sort any column, clicthe column title
(for examplesorting list byFirst Name)

1 @Z\ For help click the question mark icon.

ary | Detailed
n, click a column title.

User Name Vet | State
[n] i
5 6
7
Y

CCENTENO1

Blue Sharple 8290 No 10223 10/15/2015

GREENSHARPIE1Z Red Sharpie 6023 10246 10/16/2015 N

GREENSHARPIE13

NEWCLIENT123

l4|Page

Green Sharpie 2106 No 10248 10/16/2015 Y

Purple Sharpie 1291 No 10258 10/16/2015 N

Enter page number:

Viewing page 1 of 10

i

[ New search criteria ] [Modify current criteria]

10/15/2015 Summary Tab
Notes Tab

Activities Tab

Programs Tab

10/16/2015 Summary Tab
Notes Tab

Programs Tab

10/16/2015 Summary Tab
Notes Tab

Activities Tab

Programs Tab

10/16/2015 Summary Tab
MNotes Tab

Activities Tab

Programs Tab

Records per page: 1nn.

rev. 11/05/18
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SEARCH FORM

FIELD

DESCRIPTION

1. Detailed

This view displays more data for staff to decide which individuals to assist, but tak
morespace for displaying the search results.

2. Username

To assi st an i

di vidual , click on
the individual S

t h
username identifies

n
0

3. First Name &

Provides the first and last name of the individual.

Last Name
4. SSN Provides the |l ast 4 numbers of the |
5. Vet Identifies whether individual is a veteran.
6. StateID Provides the State ID of the individual.

7. Last Login Date

Providesthe last date of when the individual logged into CalJOBS.

8. RTW

Right to Work (RTW) column indicates whether the appropriate RTW documentat
related to the individualds citizens

9. Last Exited

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

10. Created Provides the date the individualés r
Has links to specific tabs or locations. If staff, click on a link it wiltieect them to the
Staff Profiles folder for the selected individual to view the following folders:
1 Summaryi Openshe Summary Tab, which lists personal information, activity
and case management details, and employment and education data.
1 Notesi Opens the Case Notes Tab, which allows staff to view, edit, or print
11. Action existing notes, as well as add new case notes filehe
1 Activities i Opens the Activities Tab, which shows options to view the
individual 6s internal job referral
information for program participation, staff referrals to providers, activity
history/service plan,ral alternate contacts.
1 Programsi Opens the Programs Tab, which shows the information about the
programs and activities that the individual has participated in.
Allows staff to save individuals to a new or current search list.
12. Select

Staff can use the fASearch Listo they
individual instead of searching the entire CalJOBS system.

15|Page
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Once staff has selected timelividual that they are going to be working w{tb access an

i ndi vi dual 6s Agionazdlumh aick thé&?rogiaes tabthb Gurrently Managing
sectionwill display at the top left corner of the navigational menu. A simikgethe like the
one below will be displayed:

&% Home @ My Dashboard ¢ Sign Out .‘.‘ Services for Individuals & Services for Employers

Quick Search D

[ Quick Search

[ Currently Managing

BRIAN, BRIAN

Service Tracking: ON

Release Individual

Assist a new Individual

-1 My Staff Workspace

My Staff Dashboard

My Staff Resources

My Staff Account

Directory of Services

[ Services for Workforce
Staff

Manage Individuals

Manage Employers

Manage Resumés

Manage Job Orders

Manage Labor Exchange

Manage Activities

Manage Scan Card

Manage Providers

Manage Case Assignment

Manage Profiling

Manage Follow-Up

16|Page

["] My Individual Profiles

Case Summary

alJobs™

Use this folder to manage application information for the selected Individual.

[ Assist an individual | Staff Services | Individual Portfolio ]

Programs

Show Summary Tabs

Filter Applications:
All
Filter Programs

All Programs

Wagner-Peyser (WP) Program

Create Wagner Peyser (WP) Application

€% WP #2233807 - Complete
*"E :

LWIA:

Onestop:

33 - San Diego Workforce
Partnership, Inc.

1277 - 14623 San Diego
Workforce Partnership
(SDWP)

[ My Individual Plans

[=] [ staff Profiles
[ General Profile
[=] [T Case Management Profile
[ Case Summary
[5 Programs
[ plan

[5] Assessments

[ Report Profile

Plan

Filter Activities:

Open

Application Date
Participation Date:
Closure Date:

Exit Date:

Assessments

Brian, Brian

Closed Voided

Apps: 1

08/17/2015
08/17/2015
N/A
N/A

rev. 11/05/18



WAGNER-PEYSERRE-ENROLLMENT PROMPT

When a staff attempts to assistiadividual, who has alosedWagnerPeyser participatiofi.e.,

they have exited from Wagreyser program)the systenautomaticallydisplays a screen to

allow stafftor evi ew/ change the individuaréensllthermint i ci pa
WagnerPeyser (WP) program. This allows the system to record any Wagyser activities

for federal reporting purposes.

Staff can pedrm the following steps tmanage the WP reenrollment prompt:

1 To bypass the WP +enrolimentclick Do not enroll.
1 The system will bypass creation of a WP enrollment and participation record, and will
not update participation information for the indivadu

This individual is currently not active in Wagner Peyser. To assist this individual, please update the following information so that nay nOt
appropriate services can be recorded.
* Indicates required fields. 't:J‘ For help click the question mark icon.
B Stat nformation
* LWIA/Region: [ san Diego Workforce Partnership, Inc. M
= Office Location: [SDC san Diego Workforce Partnership (SDWP) v|
« Position:
* Service/Activity Code:  [None Selected hd

@ Public Assistance

Please provide answers to the following questions if any apply within the last 6 months.

= Has your household received Temporary
Assistance for Needy Families (TANF) ®ves Ono
payments?

= Have you been determined eligible for or Oves ® No

received Supplemental Nutritional Assistance
Programs Assistance (SNAP formerly known
as FoodStamps)?

« Have you received General Assistance

Payments? Oves @nNo
= Have you received Refugee Cash Assistance

Payments? Oves Ono

# Have you been supported through the State's Oves ®No

Foster Care System?
Enroll in Wagner Peyser Do Not Enroll in Wagner Peyser I

Services will not be recorded for this individual if the 'Do Not Enroll in Wagner Peyser’ button is pressed!

17|Page rev. 11/05/18



WIOA DATA ENTRY

The image below providesgeneral overviewf 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 individualregisters in the systerin this step a CalJOBS Registration Form is
completed by the indidual or staficanassist with the process.

Step 2 The individualapplies to the program and eligibility information is collectedhis step
a WIOA ApplicationFormis completed by staff.

Step 3 The individualenrolls in programin this step, staffacument program participation by
completing 2 forms, a Participation Form and Activity Enroliment Form.

Step 4 The individualreceives program servicds this step staff document program seegic
provided to the individual in an Activity Enroliment For

Step 5 The individualexits the programin 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 igracked for performancén this step a Follovwp Form is completed
once evey quarter for up to 4 quarters.

WIOA DATA ENTRY

STEP1 STEP 2 STEP 3 STEP 4 STEP 6
. . : ; - STEP 5
Registers in Applies to Enrolls in Receives . Is tracked for
. Exits the program
the system program program services performance

Participation
Form
WIOA +
Application Activity
Enrollment
Form

Program Closure Outcome
Specific Form Form
Services {Pre-Exit) {Official Exit)

Follow-up

Registration
E Form

Form

Stepl
Form

completed by Step 2 through Step 6

individual, staff Forms are completed by Staff ONLY
can assist with

process.

18|Page rev. 11/05/18



CALJOBS REGISTRATION

NTRODUCTION AND PURPOSE

All individuals receiving program services must be registered in CalJO&B30BS Registration
must be completed before beginning a program application, staff can assist the individual with
completingregistration All information is selfdisclosegdata is considered part of the normal
registration and is used later to help manage the individigaie resumes, enroll the individual

in programs, and provide servicd&$e registration also captures demographic information,
which aids in local workforce development project initiatives.

EXISTING INDIVIDUALS IN CALJOBS
Prior to completing a CalJOBSeRBistration, staff must search for the individual in CalJOBS to
ensure that they armt already registered

For those already registered, staff can verify or update infaymet the CalJOBS Registration
located underMy Individual Profiles A PersonalProfile 4 General Information

[ Assist an individual | Staff Services | Individual Portfolio ]

~| My Individual Profiles

My Individual Plans | Staff Profiles

Personal Profile | General Profile

[] General Information

Case Management Profile

~| Case Summary

[ Activities

[£] Memao

~| Programs
-] Plan

=] Documents | Assessments

| Search History Profile | Report Profile

7| Self Assessment Profile

~| Communications Profile

General Information Background Activities Memo Documents

* Indicates required fields. @) For help click the question mark icon.

®

Registration Date: 08/17/2015 (mm/dd/yyyy) Change Reaqistration Date

Registration Source: Direct - Staff Entered Entry

*Assigned LWIA: ISan Diego Workforce Partnership, Inc.

[<] [<]

*Assigned Office: |14623 San Diego Workforce Partnership (SDWP)

Registration Office: 14623 San Diego Workforce Partnership (SDWP)

19|Page rev. 11/05/18



COMPLETING CALJOBSREGISTRATION
For those individuals not registered in CalJOBS, follow the steps below tothssisdividual
with completingCalJOBS Registration.

1. From the left navigational menu, undgervices for Workforce Staff selectManage
Individuals.
2. Then, selec€reate an Individual.

3. Answer all questions and submit completed CalJOBS Registration usi@
button.

Quick Search p

4% Home (D) My Dashboard " SignOut &4 Services for Individuals @& Services for Employers

C Q ':‘JJ | O B < “ Welcome to My Staff Workspace
A i i

This page allows you to customize the content you are interested in. Click on a button in the grid to
access the details of a work item, or select another function from the menu on the left hand side of the
screen.

My Staff Dashboard WUASEIEbE el My Staff Resources My Staff Account  Directory of Services
My Staff Resources 4
y } El My Calendar & | E Need help or more information & E My Report Indicators £

IEntew Search...

My Staff Account .
SRS January 2017 (> Assistance Center Staff Activity Performance
Directory of Services s M T w T E 5 r Find the answers to your Individuals  [{
/N questions or issues.
5 %6 2 2 29 N A K e B
Conter Resumes E
1 2 3 4 5 6 1 . Learning Center soe
3 9 1 1 12 13 14 Watch sel.f paced training videos 2
== o0 tutorials. Staff Activity Report
19 20 2
Manage Individuals Create an Individual
J 26 2ZI 28 Note that help is available on most pages by 000 9
Manage Employers ¥ One Case Note to Multiple | 2 3 4 dicking the question mark @ }
Individuals View More Reports O
Manage Resumés 4
Assist an Individual o
Manage Job Orders » [ Staff Productivity 1]

. Staff Productivity by Program [ Labor Market Services
' b e 2 ° _
Manage Labor Exchange Lnter the Appointment &enter 12/20t0 1/19

Manage Activities » I Labor Market Facts
[ = ||_| Find answers to commonly asked
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REGISTRATIONSCREEN1

+ Indicates required fields. For help click the question mark icon next to each section.
Login Info ion

#User Name: |

@

Enter a unigue user name (8 - 256
characters, and must include
characters, letters or numbers.
Allowable characters are + @ . _
Spaces are not allowed.

«Password: Io.oooococo

Enter Password: (8 - 20 characters, and must include
at least one uppercase letter, one lowercase etter,
one number and ane special character. Allowable
choractersare 2 @§ % .1 *_ ).

Example: Sample1#
«Confirm Password: |---nu-n
*Security Question: IWhat is your mother's maiden name? E

#Security Question Response: IPasswcrdl@

Special characters are not allowed,
Social Security Number
#Social Security Number I

(SSN):

Do not enter dashes (for example, 999001111)

#Re-enter Social Security l

Number:

Primary Location Information

=Country: IUm'ted States M

«Please enter your zip code: I Find zip code

«Are you authorized towork in - O ves O No
the United States?

E-mail Address

Primary E-mail: |

Read Our E-mail Security Policy

Confirm Primary |
E-mail Address:

21|Page rev. 11/05/18



SCREEN1 CONTINUED €

«Date of Birth: I (mmy/dd/yyyy)

Age:
=Gender: O Female O Male O Ido not wish to answer.
«Have you registered with the INone Selected

. o
Selective Service? [ Selective Services web site ]

Scan Card ID:

Please do not use any personal identification information as your user name (e.g. Social Security Number or FEIN). You will need your User Name and Password for all future activities in this system. Please write this
information down and keep it in a secure place. To ensure account security, we strongly urge you NOT to share your User Name or Password with anyone for any reason.

Next >>

22|Page rev. 11/05/18



REGISTRATIONSCREENZ2

= Indicates required fields.

«First Name:
Middle Initial:
«Last Name:

For help click the question mark icon.

REGISTRATIONSCREEN3

+ Indicates required fields.

Residential Address

For help click the question mark icon next to each section.

Are you homeless?
O Yes ® No
This is where you live.
«Address Line 1:
Address Line 2: li
Apt #, Lot %, Bullding #, Suite #
«Zip Code: 92105 Find zip code
#City: San Diego
« State: California
*County / Parish : San Diego County
= Country: IUnited States
State Of Residency: California
Mailing Address
This is where you receive your mail.
[ Use residential address
«Address Line 1:
Address Line 2:
Apt %, Lot % Building %, Suite ¥
«Zip Code: 92105
»City: San Diego
= State: California
= Country: I United States

23|Page rev. 11/05/18



REGISTRATION SCREEN4

= Indicates required fields.

Phone Numbers

= Primary Phone: - - Ext:

#Primary Phone Type: None Selected .
Alternate Phone: - - Ext:
Alternate Phone Type: None Selected .

Text Message Cell Phone
Number: l_ - l_ - l_

Only certain communications such as Virtual Recruiter Alerts can be sent via text message. Normai text messaging rates apply: Other important notices, including some regarding unemployment benefits, will NOT be sent via fext message.

Fax: l—-l—-l—

For help click the question mark icon next to each section.

REGISTRATIONSCREENS

« Indicates required fields.

Preferred Notification Method

For help click the question mark icon next to each section.

= Please select a method in which you |None Selected
prefer to receive your notifications:

+From where are you accessing this None Selected

website?

How did you hear about this website? INone Selected

24|Page rev. 11/05/18



REGISTRATIONSCREENG

« Indicates required fields. For help click the question mark icon next to each section.

. Citizenship

« Citizenship None Selected
P Disability
«Do you have a disability? O Ves, 1 have a disability.

O No,1do not have a disability.
O Tdo not wish to answer.

+ Are you deaf or do you have serious O ves O No O Not Specified
difficulty hearing?

«Are you blind or do you have serious O ves O No O Not Specified
difficulty seeing even when wearing
glasses?

+Because of a physical, mental, or O ves O No O Not Specified
emotional condition, do you have
serious difficulty concentrating,
remembering, or making decisions?

+Do you have serious difficulty walking or O ves O No O Not Specified
climbing stairs?

* Do you have difficulty dressing or O ves O No O Not Specified
bathing?

Providing this information s optional and refusal to provide disability information will not subject you to any adverse treatment. Information regarding your disability status will be kept confidential as provided by law and will be used only in accordance with the

law. Please note that for some programs, the information is needed to determine eligibility. Note too that you may be eligible for additional support services and programs if you have a disability.

REGISTRATION SCREEN7

« Indicates required fields. For help click the question mark icon.

pE  Education Information

«Your Highest Education INone Selected
Level Achieved: If you have a High School Diploma or High School Equivalency Diploma, please select the appropriate value of High School Diploma or High School Equivalency Diploma.

«Are you attending school? None Selected

<< Back Next >>
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REGISTRATIONSCREENS8

# Indicates required fields. For help click the question mark icon.

Employment Information

«Current Employment Status: None Selected
«Type of business worked in: None Selected

* Unemployment Eligibility Status? [None selected
= Are you currently looking for work? O ves O No

*
Within the last 12 months, have you received a notice of termination or layoff from your job or received documentation that you are separating from military service?

O Yes, Thave recently received a notice of termination or military separation.
O Me, I have not recently received a notice of termination or military separation.

Farm Worker Information

» Have you performed work as a farm O ves O No
worker or food processor, including
packing houses, nurseries, or orchards,
for at least 25 days within the past 12

months?
REGISTRATION SCREEN9
= Indicates required fields. @ For help click the question mark icon.

Job Title

Please enter a job title below. As you are entering the job title, you may see a list of common job titles similar to what you are entering. If you see your job title in the list, select it.
«+What is your desired job title?:

Your desired job and occupation titles can be changed at any time after registration.

Job Occupation

Please select the occupation that best matches your job title. You may either select from the Suggested Occupations drop-down list, which is populated based on the job title above,
or you can search for an occupation using the search link.

Suggested occupation(s):

None Selected .

[ Search for an occupation ]
= Occupation Title:

#Occupation Code:

DD
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REGISTRATIONSCREEN10

REGISTRATIONSCREEN11
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