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Documentation to Right to Work must be provided to assist this individual. Please complete the following information.

Individual: Leia Breckenridge
BRECKENRIDGE, LEIA Current Citizenship: | Citizen of U.S. or U.S. Territory v
. " USCIS (Alien
WP Services not recording Registration)
Number:
Release Individual X
USCIS (Alien =) Today

Registration)

Assist a new Individual Expiration Date:

Select one from each column. All documents must be unexpired.

Documents that Establish Identity Documents that Establish

My Staff Dashboard Employment Authorization

' U.S. Passport or U.S. Passport Card

' Permanent Resident Card or Alien
Registration Receipt Card (Form I-551)

My Staff Resources » ' U.S. Passport or U.S. Passport Card

Permanent Resident Card or Alien

My Staff Account Registration Receipt Card (Form 1-551)

' Foreign passport that contains a temporary :
1-551 stamp or temporary I-551 printed ' Foreign passport that contains a temporary
notation on a machine-readable immigrant visa 1-551 stamp or temporary I-551 printed
notation on a machine-readable immigrant visa
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Employment Authorization Document that

733AM ||

<O e




Before beginning the scanning process staff must first bypass the Right to Work Verification screen by scrolling to the bottom of the screen and selecting “Remind me later”.
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Services for Employers

This individual is currently not active in Wagner Peyser. To assist this individual, please update the following information so that
appropriate services can be recorded.
BRECKENRIDGE, LEIA

3 . * Indicates required fields. For help click the question mark
WP Services not recording

Release Individual Staff Informati

Assist a new Individual * LWIA/Region: ‘ Sacramento Employment and Training Agency v ‘
# Office Location: ‘ SAC Sacramento Employment Training Agency v ‘
+postion:

My Staff Dashboard a
# Service/Activity Code:

My Staff Resources » Y ‘ None Selected M ‘

My Staff Account

Please review/update the following information
*Date of Birth: 06/05/1990 | (mm/dd/yyyy) .

Directory of Services





If the Wagner Peyser screen appears, scroll to the bottom of the Wagner Peyser screen and select “Do Not Enroll in Wagner Peyser”.
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BRECKENRIDGE, LEIA

WP Services not recording

Release Individual

Assist a new Individual

My Staff Dashboard

My Staff Resources

My Staff Account

Directory of Services

Manage Individuals

Documents Available

Listed below are the documents available on the selected Individual. Click the View link below to view that particular item. Listed below are the
documents available on the selected Individual for linking. If you see a document that matches your specified criteria, choose it from the Select
column below and click the Link Document button.

+]

Manage Employers

Manage Resumés

== My Individual Profiles
+1 [ personal Profile

= Search History Profile

[+]
+ [ self Assessment Profile
[+]

[ communications Profile

Summary

[ Assis

an individual | Staff Services | Individual Portfolio ]
- &= My Individual Plans - &= Staff Profiles
H = Employment Plan Profile == General Profile
H = Training Plan Profile 0 summary
41 Benefits Plan Profile a Case Notes
13 Activities
+1 [ Financial Plan Profile O Documents Staff

H = Case Management Profile

[+

= Report Profile

Documents (Staff)

Case Notes

Show Filter Options (Showing all records)

No records found

Uploaded and scanned documents with spaces in the document name may be incompatable with some browsers. These spaces will be replac:

with _ when saving the document in our system.

Add a Document Link a Document

6/21/2016




To begin the scanning process, staff must be in the customer’s record.  Staff should next select “Documents (Staff)” (within the Staff Profile-General Profile section) and scroll to the bottom of the screen and select “Scan a Document”. 
In addition, staff may also use the “Add a Document” option if they have previously added a relevant customer document image to their computer. If you are adding a document please rename it before you add it to the customer’s record. The naming convention should be the customer’s last name followed by the type of document being added. See the Sample Screen Shot example on page 8 of this document.
NOTE: Please do not use the “Link a Document” option. In addition, .gif and .bmp images do not display a thumbnail image.

[image: image4.png]<

B opamiciesnan. e |

The History Blog

Dynams<ft.

Dynamic Web TWAIN is not installed

« If you have already installed Dynamic Web TWAIN,
please wait a few seconds for it to initialize.

o If you haven't installed Dynamic Web TWAIN, Please
click the below button to download it. You need to
manually install it after the downloading.

If you still see this dialog after the installation, please
REFRESH your browser.

» (] Other bookmarks

3 Show all downloads.




If this screen appears staff must download and install the “Dynamic Web TWAIN for the scanning process to work correctly.

NOTE if there are any issues with the installation please contact the Help Desk.
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cument Associ

If you would like to categorize the associated document to a specific program, application or verification document, please use the controls in
Release Individual this section to do so.

BRECKENRIDGE, LEIA

WP Services not recording

Assist a new Individual Program: ‘ None Selected v ‘
Application:
Verification Item: ' None Selected v
My Staff Dashboard Verification Type: \ None Selected M \

My Staff Resources »

Directory of Services +Document Tags:
Keywords that will be indexed
with this attachment.

User Accessible:
Yes

Manage Individuals »

Manage Employers »

Sc:

Options >

X Showall downloads.. X

B opariciesnan.ce || B oemcheswa. o





In the Document Association section, complete the “Program” field by selecting “Workforce Innovation and Opportunity Act (WIOA) Program”; the “Application” field should reflect the customer’s WIOA Application # and Date; the “Verification Item” should reflect the type of document staff will be scanning into Vault; and the “Verification Type” options are based on what was selected in the Verification Item. 

NOTE: If the customer is not currently enrolled skip the Application field in the Document Association section.
The Document Tag (Document Information section) should also reflect the type of document staff are scanning. Staff should follow a consistent naming convention as they scan documents for their customers. There is a Sample Screenshot below.
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Manage Job Orders » -

Manage Labor . N "
Exchange 4 Program: ‘ Workforce Innovation and Opportunity Act (WIOA) Program v ‘
Application: ‘ WIOA Application #15811353; Application Date 5/24/2016 ¥ ‘
Manage Activities » . .
Verification Item: ‘ WIOA - Actual Layoff Date Verification v ‘
Manage Scan Card ’ Verification Type: Notice of Layoff v
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Manage Case N Document Informa
Assignment
Document Name: Notice_Of_Layoff.tif
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In the Scan Options section, be sure that the correct scanner being used is reflected in the “Select Source” drop-down menu. The Pixel Type and Resolution should default to RGB and 100.

In the Settings section, use “Auto Document Feed”.

When all of the fields have been completed choose “Scan Document”. In the Scanned Images section staff should see a thumbnail view of the scanned document.

NOTE: Please scan documents individually (e.g. Driver’s license and Social Security Card). The naming convention in the Verification Item field does not allow for multiple documents.
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Virtual Recruiter

Email Log

Specifying a document name for this scanned document is optional. If you do not provide a document name, the system will either use the
Verification Type document selected, if available, or the current date and time as the document name.

Document Name:
Job Order Skill Sets (Optional)

Job Order Templates
Upload Document Upload and Edit Document

Communication

Templates
Case Note Templates

Return to Previous Page
Search List
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Scroll down to the Document Name and enter the “Document Name”. Please use the following naming convention: Customer last name and the type of document being scanned. 

NOTE: There is an example of the Document name on the next page.
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Summary | Case Notes | Activities

Documents (Staff)

Assist a new Individual

My Staff Dashboard

My Staff Resources »

My Staff Account

Directory of Services

Manage Individuals »

Manage Employers »

Documents Available

Listed below are the documents available on the selected Individual. Click the View link below to view that particular item. Listed below are the

documents available on the selected Individual for linking. If you see a document that matches your specified criteria, choose it from the Select
column below and click the Link Document button.

+| Show Filter Options (Showing all records)

Results View: Summary | Detailed
Click a column title to sort.

[ View Thumbn
Select Docum Category e Date Action
Breckenridge_CDL.tif Verification 265 KB 6/28/2016 View | Delete

N‘Page@gf1>" Rows

Uploaded and scanned documents with spaces in the document name may be incompatable with some browsers. These spaces will be replac:
with _ when saving the document in our system.
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Once the customer’s documents have been scanned, go back to the Documents (Staff) section to view the documents. To view thumbnail images of the scanned documents staff will need to select the View Thumbnails box.
NOTE: Staff do not have privileges to delete documents once they are scanned. Please contact SacWorksSupport if a wrong document is inadvertently scanned.
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