Setting and Reviewing Alerts – Staff
In order to prevent customer Activities from “System Closing” or Applications from “Soft Exiting” prematurely, staff need to set their “Alerts” in CalJOBS. The following screen shots show how to set Alerts for a staff person’s caseload.
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Open CalJOBS and scroll down to the “Communications” menu. Click on the “Alerts” link and select “My Alerts”.
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Click on “Modify My Alert Subscriptions”
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Scroll down to the “Workforce Innovation and Opportunities Act (WIOA) Alerts”.
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In the left hand column, check the boxes next to WIOA Activity Projected End Date* and WIOA Soft Exit** rows. In the “Days” column, select “15 days prior” for both rows. In the “Notify” column, select the “Everyday after” radial buttons.

*The WIOA Activity Projected End Date field will notify the staff person that a given Activity is going to “System Close” in the next 15 days. The WIOA Soft Exit will notify the staff person that the customer’s WIOA App is going to “System Exit” in the next 15 days.
NOTE: Please be aware that the Activity System Close or the WIOA Application System Exit cannot be removed once either has occurred. Also, there are numerous additional Alerts that staff can choose to set but the main Alerts are the ones mentioned above.
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Scroll to the bottom of the screen and select “Save”
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When staff receive new Alerts that need review, when staff log-in to their CalJOBS account they will see a Pop-Up indicating they have messages (Alerts). Click OK to review Unread Messages.
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If staff DO NOT have any new Alerts that need review, staff should still review their “Unread Messages” to ensure that they do not have any customer Activities that will “System Close” and/or WIOA Applications that will ‘Soft Exit” prematurely in the near future.
NOTE: Once an Alert has been read AND modified staff can delete the Alert. If staff intend on allowing the customer’s WIOA Application to System Exit (e.g. unable to contact customer; customer has indicated they no longer need services, etc.) the Alert will pop up each of the 15 days until the WIOA Application finally System Exits.
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Staff can sort their Messages in either ascending or descending order by date by clicking the “Msg Date” in the header. The subject line identifies whether the Alert Message is for an Application Soft Exit (Alert - Soft Exit) or an Activity System Close (WIOA Activity Projected End Date). 
Click on the Alert in the Subject line to access the Alert Message.
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When viewing a WIOA Soft Exit Alert, staff can select “Programs” in the Action column to view the customer’s Application to determine how best to proceed. If no changes to the customer’s Application are necessary, staff can select the “Back” arrow to return to the Alert screen. 
NOTE:  If the Alert is an Alert - Soft Exit, and no action is required, the Alert can be deleted (keep in mind that, depending on how the Alerts are set, the Alert will appear each day until the Application actually Soft Exits).
When viewing a WIOA Activity Projected End Date Alert, staff can select “Programs” in the Action column to view the specific customer’s Activities to determine how best to proceed.
NOTE:  Once the WIOA Activity Projected End Date has been extended or an Actual End Date has been entered, the Activity Alert will no longer be sent to the staff Message Center. Only training and support service activities should be extended. All other activities are “same day service”.
Once the Activity change has been entered staff will need to select “My Staff Dashboard” to re-access the “My Messages” to review other Alert Messages (select Enter the Message Center).
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Once an Alert has been reviewed, and Alert Status determined, staff can delete the Alert in the “My Staff Messages” screen by selecting the check box next to the specific Alert Message and clicking Delete Selected Item(s).
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