Wagner Peyser & Scan Card Services

In order for staff to assign a Scan Card to a CalJOBS customer they must first locate the customer’s record in CalJOBS. Go to the General Information link (under the My Individual Profiles section) as indicated below.
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Scroll down to the Scan Card Information section. Click in the Scan Card ID field and scan the card (using the card scanner attached to the staff’s computer).
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If staff see the message WP Service not recording (under the customer’s name in the upper left corner of the screen) the customer will need to log into CalJOBS (refer to Re-Setting customer’s CalJOBS passwords screen shots document if necessary) to update their personal information. 
NOTE: Staff should not create a Wagner Peyser application for the customer.
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Once it has been established that the customer has an Open Wagner Peyser Application staff need to select Manage Scan Card (Services for Workforce Staff section) and select Manual Scan Services. On the Scan Card ID screen staff will re-scan the previously assigned Scan Card (click the “Go” link if necessary.)
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After scanning the card staff should see a screen reflecting Activities 101 – Orientation and/or 120 – Use of AJCC Resource Room. Staff should select the Activity 120 for all situations (e.g. Workshop, Recruitment Event, etc.). If the customer is, in fact, there for an orientation select the Activity 101 as well. Select Save at the bottom of the screen.

NOTE: Staff must ensure that the correct Office is reflected prior to saving.
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