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This presentation will explain
the process of scanning
documents into CalJOBS.




Login to CalJOBS and locate a participant's

00 000000 000 profile. Within the "Staff Profiles", under

'l the "General Profile" tab select the
"Documents (staff)" folder. Then select the
CA LJ 0 BS "Add a Document” button to upload a
document.
T RAI N I N G You will arrive at the "Document

Association" and "Document

000 000000 00O 2 Information"” tabs. Fill in all the fields

SCA N N I N G displayed on the screen.
Upload documents noted in the
D 0 c U M E N TS Customer Tracking and Case Management
3 Activities for WIOA Enrolled Youth-
Attachment A in the "Attach Document”
I N TO GA I_J 0 BS tab. As you upload documents, they will

populate into a table

Click the Computer Icon
to watch a training video
on this process.



https://www.seta.net/app/uploads/2020/07/How-to-upload-and-scan-documents-into-CalJOBS.mp4
https://www.seta.net/app/uploads/2021/04/Customer-Tracking-and-Case-Management-Activities-for-WIOA-Enrolled-Youth-Attachment-A-1.pdf
https://www.seta.net/app/uploads/2020/07/How-to-upload-and-scan-documents-into-CalJOBS.mp4

Login to CalJOBS and locate a participant's profile. Within the "Staff Profiles”, under the
0 "General Profile" tab select the "Documents (staff)" folder. Then select the "Add a

e DOCUMenNt” button to upload a document.
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Documents Folder

Documents Available

Listed balow are the documanis available on the selected Indisidual. Click the Waw link below [0 view hal particular fem. Lisled below are tha
documants available on the salected Individual for inking. N you see a document that matches your specified crileria, choose it from the Select
column befow and chck the Link Docurmant bution.
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Select the
"Documents (Staff) "
Folder

I Select the "Add a Document " Folder




Document Association

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

Title | - Workforce Development (WIOA) ~

WA Application

WIOA - Date of Birth Verification

Driver's License

Document Information

Fill in all the fields

Document Driver License
Description:
" Document Tags:
Keywords that will  (PIl) into this field.
be indexed with Driver's License
this attachment.
User Accessible: () ves (@ MNo
Date Received:
If left blank, today's date will be used.
Document Expires:

Expiration Date:

Do not enter Personal Identifiable Information
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S Upload documents noted in the Customer Tracking and Case Management Activities
for WIOA Enrolled Youth-Attachment A in the "Attach Document” tab. As you upload

memmmm documents, they will populate into a table.

Attach Document

California= PrVERLcENsE

o 11234568 cwmssc . h
ExP OBI31/2014 END NONE

LyCARDHOLDER

lMA
E 2570 34TH STAEET
ANFTOWN, Ca 95613

Multiple documents can be uploaded simultansously, but must be selected one-by-one.
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Documents Available
Listed below are the documents available on the selected Individual, Click the View link below to view that particular item,

As you upload documents,
Show Filter Options (Showing_all records) they will populate into a

table

Results View: Summary | Detailed
Click & colurnn title to sort.

[ Tep | Filter Criteria | Bottom ]
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Customer Tracking and Case Management Activities for WIOA Enrolled Youth-Attachment A

ATTACHMENT A

Customer Tracking and Case Management Activities for WIOA Enrolled Youth

Supporting and'or Supplemental Documentation Hard Fila %ﬁ:{;glsu

CallOBS Registralion/Youth Addendum® (signed by parent v ¥ Youth Addendum
ar legal guardian if wunder 18) Only

CalJOBS WIOA application signed/dated by stalf v
Evidance of eligibility including Right-to-Waork Documents v

h tation St ing Barrh
a) Schoaol Tramscript; In-School Youth (ISY) only

b} Incomea Verification

c} Individual Education Plan for youth with a
diagnosad disability
d] Seleclive Service Ragistration (if reguired )

v

&) Youlh enrclled by 5% axceplion, documeniation
af SETA appraval

I} Follow-up form
Individual Service Stralegy (I155)

CASAS Aszsassmant resull; only if youlh is Basic Skills
Deficient (BSD)

Documentation of remedial services provided (supparting
documeantation in CalJOBS required)

Assessmeant reports

Release of confidential information (included in CallOBS
Youth Addendum)

Grigvance procadure (included in CallOBS Youth Addendum)
Code of Conduct (included in CalJOBS Youth Addemndum)
Currant Work Permit (all work expired work permils)
Worksile Agreameni

Documentation of all support services provided to youth in

FEE e vaes=r (rEmeEmninte® ~eeeiese Sl frsememerfad e meseeme leege b
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v Receipts Only
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Customer Tracking and Case Management Activities for WIOA Enrolled Youth-Attachment A

Documentation Showing Achievemeant
a) High School Diploma

b) GED/HSET Certificate

c) CASAS Post-Tast showing increasea in Educational
Functioning Level (EFL)

d. Employment Verification

S ENENININ
)RR

&. Occupational Skills Cartificale
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