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Agenda

Day 1 – Monday, Sept 23         9:30AM – 11:30AM

• Introduction to CalJOBS and system navigation

• Customization and navigation tips and tricks

• Completing Individual Registration
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Agenda

Day 2 – Tuesday, Sept 24     9:30AM – 11:30AM

 Completing the WIOA Title I Program Application

 Creating Participation

LUNCH BREAK   11:30AM-1:00PM                           

Day 2 – Tuesday, Sept 24 1:00PM – 2:30PM

 Completing the Individual Employment Plan (IEP)

 Adding Activity Codes and Case Notes

 Case Assignment and System Alerts

 Participant Reports
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Agenda

Day 3 – Thursday, Sept 26      9:30AM – Noon

 Tracking Credential Attainment and Measureable Skill Gains

 Closing activities and using the Closure Form

 Program Exit and Follow Ups

 Participant Reports
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Part 2B Objectives

• Complete the Individual Employment Plan (IEP)

• Add Activity Codes and Case Notes

• Review Case Assignment and System Alerts

• Demonstrate how to configure and run Participant Reports
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Completing an Individual 
Employment Plan (IEP)
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Staff Profiles > Plan
An Individual Employment Plan (IEP) 
is a case management tool which 
tracks a participant’s goals, objectives, 
and services.
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Why use the IEP

Using the IEP, staff will be able to:

• Develop a professional plan

• Define a goal

 Employment / Training / Skills

• Set objectives for the goal

• Review completed services and activities concerning the goal

• Develop employment plans and service strategies

9



IEP Process Flow

When creating an IEP…

Plan Goals Objectives

When closing an IEP…
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Demo time! 

11



Creating an IEP
• An individual can only have 

one IEP open at a time

• The IEP can be used by both 
Title I and Title III staff to 
case manage an individual
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Plan
Complete Plan Information 
(except Plan closed on date)
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Goals

• Click Add New Goal

• Complete Goal Information
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Goals
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Goals

Fill any comments in the Goal 
Details box
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• Staff can create multiple goals 
for an individual

• Click Next to add an Objective 
to the IEP Goal
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Objectives

Staff may either click Add new objective 
or Select pre-defined objectives
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If selecting pre-defined objectives, 
complete the required fields
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Objectives

Add a new or unique objective
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• Attach the objective to the 
appropriate goal from the 
drop-down (date will auto-fill)

• LWDB, Office will auto-fill; 
choose Title I Program

• Enter short objective 
description
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• Enter Date Established; 
Review Date will auto-fill

• Leave Actual Completion Date 
blank and Reason Closed 
“None Selected”; Completion 
Status “Open”

• Enter objective description in 
text box
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Click next to view the 
Services tab
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Services

If a goal is affiliated with the Wagner-
Peyser program, subsequent activity 
codes added to the WP program 
application will also appear on this tab; 
likewise with Title I. 
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Completed IEP

• Only one IEP can be created per individual
• Multiple Goals and Objectives may be added to an IEP
• Click Edit to update or close an IEP
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IEP Process Flow

When creating an IEP…

Plan Goals Objectives

When closing an IEP…
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Closing an IEP- Objectives

• Click the IEP’s Edit link
• Click the Objective’s Edit link
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Complete the Objective Information
• Actual Completion Date
• Completion Status
• Reason Closed 
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Closing an IEP- Goals

• Can only close Goals once all 
associated Objectives are 
closed

• Select the Goal’s Edit link
• Complete the Goal 

Information
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Closing an IEP- Plan • Close all Objectives and Goals 
prior to closing the Plan

• Enter Plan closed on date and 
click “Next” to finish
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Closed IEP

Closing an IEP will not close the 
IEP activity code in the 

program application
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Adding Activities and 
Case Notes



CalJOBS Activity Codes

What are activity codes?

“If it’s not in CalJOBS, it 
didn’t happen.”
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Where to Find CalJOBS Activity 
Codes
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Where to Find CalJOBS Activity 
Codes
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CalJOBS Activity Codes Dictionary
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CalJOBS Activity Codes Detailed 
Listing—Individual
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Activity Code Best Practices

Enter activity codes in real time; If you use Projected Begin Dates 
(PBD), remember to go back and add Actual Begin Dates

– The activity code will “System Close” 30 days after the PBD
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Activity Code Best Practices

Close your activity codes within 30 calendar days after the 
Projected End Date (PED), otherwise “System Closed” will occur

– Once an activity becomes System Closed, the data cannot be changed
or updated
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Activity Code Best Practices

• Be sure to choose the correct Customer Program Group if the 
individual is eligible for multiple programs

• Enter Service Provider Information for training activity codes
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Adding Activity Codes
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Case Note Best Practices

• Go paperless! Enter case notes in CalJOBS to document additional 
information on services and interactions with individuals

• Create Case Note Templates to save time

• Use Case Note Subject naming conventions

• Attach any supporting documents in the Case Note Attachment section
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Creating a Case Note
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Creating a Case Note
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Creating a Case Note
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System Alerts
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Alerts

Communications > Alerts> My Alerts
Alerts make staff 
aware of specific 
upcoming dates
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My Alerts

• Click Modify My Alert Subscriptions

• Select any Alerts to set
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Helpful Alerts

• WIOA Activity Projected Start Date

• IEP Goals Alert

• WIOA Soft Exit

• WIOA Follow-up Alert
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Participant Reports

• Enrolled Individuals

• Services Provided Individuals

• Individual Case Notes

• Saving to My Reports
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Enrolled Individuals Report 

This report will provide a summary and/or list of individuals 
enrolled in a program. 
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Individual Reports > Enrolled Individuals
By Region/LWIA

1 2

3
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Report Filters

1

2

3

4
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Results
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Services Provided Report

This report shows information about specific services provided to 
individuals by staff members.
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Services Reports > Services Provided  Individuals
By Services

1

2

3
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Report Filters
1

2

3

4
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Services Provided 
Individuals - Results
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Individual Case Notes Report

These reports retrieve case notes that have been entered by staff 
in an individual’s profile. 
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Case Management Reports > Documentation
Individual Case Notes

1

2

3
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Report Filters

1

2

3

4
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Results

L & R Career Center
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Save to My Reports

1
2

3

4
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Part 2B Summary

• Completed the Individual Employment Plan (IEP)

• Added Activity Codes and Case Notes

• Reviewed Case Assignment and System Alerts

• Demonstrated how to configure and run Participant Reports
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Questions
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