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This quick reference guide outlines how to sign the WIOA Title I application using the electronic signature 
feature.

1. Eligibility Specialist completes Individual’s WIOA Title I application

SIGN WIOA TITLE I APPLICATION VIA CALJOBS ESIGNATURE



2. Eligibility Specialist contacts individual to sign WIOA Title I application
a. Individual will review Title I application for accuracy and completeness
b. Individual will sign Title I application in CalJOBS to acknowledge information is correct and up 

to date
c. Individual accesses signature link via CalJOBS message center to sign Title I application

i. Sign into CalJOBS
ii. Access message center on dashboard
iii. Click link to sign WIOA title I application



d. Use mouse to capture electronic signature on WIOA Title I application



e. Eligibility Specialist signs the CalJOBS WIOA Title I application

YOUTH TITLE I APP ADULT & DW TITLE I APP



YOUTH TITLE I APP ADULT & DW TITLE I APP

i. Select Apply to capture signature



1. Eligibility Specialist completes Individual’s WIOA Title I application
2. Eligibility Specialist downloads the  WIOA Title I application without signatures

SIGN PHYSICAL WIOA TITLE I APPLICATION



ADULT & DW TITLE I APP

3. Eligibility Specialist reviews the WIOA Title I application with Individual
4. Individual and Eligibility Specialist sign reviewed WIOA Title I application



3. Eligibility Specialist reviews the WIOA Title I application with Individual
4. Individual and Eligibility Specialist sign reviewed WIOA Title I application

YOUTH TITLE I APP



5. Eligibility Specialist uploads the WIOA Title I Application into CalJOBS Documents (Staff) Tab
a. Select Documents (Staff)
b. Select Add a Document 



6. Complete Document Association and Information
a. Select Program: Title I – Workforce Development (WIOA)
b. Select Application: appropriate WIOA Title I application
c. Select Document Description: Application(s)
d. Document Tags: Signed WIOA Title I Application
e. Select Date Received 
f. Select File and upload Title I document
g. Select Save

*Leave None Selected
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