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About this Guide 
State-funded grant programs administered by the California Workforce Development Board 
(CWDB) are now required to report participant data on Cal E-Grants (CEG). Prior to the rollout of 
the Participant Data module in CEG, grantees reported participant data may have been reported 
by grantees on CalJOBS.  
 
This guide should be referenced by CWDB grantees for state-funded programs (as needed) for 
the migration of existing participant data from CalJOBS to CEG.  
 
Please follow the steps outlined below to extract participant data from CalJOBS and enter it into 
CEG: 
 

1. Pull the Enrolled Individuals, Total Participants (Predictive), and Services Provided reports 
for the grant from CalJOBS. 

2. Download the bulk upload templates and codebooks from CEG. 
3. Copy and paste relevant columns from each report into a corresponding CEG bulk upload 

template. 
4. Use the Find/Replace functions in Excel to recode the necessary variables to conform 

with CEG rules listed in the codebooks. 
5. For the Participant Information template upload, open each participant’s Title I 

Application, then copy and paste the SSN into the template. 
6. Upload the templates to CEG. 

 
Reporting participant data in CalJOBS is no longer required by the CWDB for state-funded 
programs. However, WIOA funded grant programs still require participant data reporting.  
 
Please reach out to the CWDB Research Unit by emailing ResearchUnit@cwdb.ca.gov with any 
questions about the transition to CEG for participant data reporting.  

  

https://caetp.my.site.com/calegrants/s/
mailto:ResearchUnit@cwdb.ca.gov
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Pull Reports in CalJOBS 
To access the reports available in CalJOBS, locate and select the waffle menu in the upper left-
hand corner of the My Staff Dashboard landing page. Refer to Figure 1.  
 

Figure 1: My Staff Dashboard landing page in CalJOBS 

 
 
 
Expand the menu, then locate the Reports section and select Detailed Reports. Refer to Figure 
2. 
 

 
Figure 2: Expanded menu 
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The three relevant reports: Case Management, Individual, and Services Reports, are located in 
the Detailed Reports section. Refer to Figure 3. 
 

 
Figure 3: Expanded Detailed Reports section of Reports menu 
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To find the Total Participants report, go to Detailed Reports and select Case Management 
Reports. Under Predictive select the ‘Total Participants by Grant’ option. Input the relevant 
information to run the report. Refer to Figure 4. 
 

 
Figure 4: Expanded Case Management section of Detailed Reports menu 

 
  



Last Updated 10/2024   7 
 

To find the Enrolled Individuals report, go to Detailed Reports and select Individual Reports. 
Select Enrolled Individual, then Enrolled, and select the ‘List’ option to complete the relevant 
information and run the report. Refer to Figure 5. 
 

 
Figure 5: Expanded Enrolled Individual section of Detailed Reports menu 
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To find the Services Provided report, go to Detailed Report, then select Services Reports. Select 
Services and then Services Provided Individual. Then under Service select the ‘List’ option. 
Complete the relevant information to run the report. 

 
 

 
Figure 6: Expanded Services Provided section of Detailed Reports menu 
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Download Templates and Codebooks from Cal E-Grants 
The templates and codebooks grantees need if bulk uploading participant data can be 
downloaded from Cal E-Grants. To access the codebooks, navigate to the Participant Data 
landing page in CEG and select Upload Data. Refer to Figure 7. 

 

 
Figure 7: Participant Data landing page 

 
Once the Upload Data button is selected, a popup window will appear with links to download 
the appropriate templates and codebooks. Select Click Here to automatically download the 
templates and codebooks. Refer to Figure 8. 

 

 
Figure 8: Upload Data popup window 
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Match Corresponding Columns in CalJOBS Reports and Upload 
Templates 
Data collected in CEG is organized into different templates. These templates are available to 
download from the Participant Data module in Cal E-Grants and can be uploaded directly into 
the system. Grantees will need to match the data collected in the templates to the data 
extracted in the CalJOBS reports. 
 
Note:  Some information is not tracked in CalJOBS (e.g. sexual orientation). In those instances, 
enter the information that may be stored outside of CalJOBS, or use the NA options as needed. 

Recode Variables as Needed to Conform  
Reference the template codebooks once they are downloaded from CEG and use the 
Find/Replace functions in Excel to recode the data to the appropriate codes in each template. If 
data is not coded according to the codebook instructions, it will not be recognized in the system 
and the upload will fail.  
 
Follow the instructions below to use the Find/Replace functions in Excel:  

Find 
To find something, select CTRL+F, or go to Home > Editing > Find & Select > Find. 
 
Note: In the following example, we've selected Options to show the entire Find dialog box. By 
default, it displays with Options hidden. Refer to Figure 9. 
 

 
Figure 9: Find and Replace dialog box (Find tab) 

 
1. In the Find what box, type the text or numbers desired to find, or select the down arrow 

in the Find what box and then select a search item from the list. 
 
Tips: 
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• Use “wildcard” characters: question mark (?), asterisk (*), tilde (~), in search 
criteria. 

• Use the question mark (?) to find any single character, for example, s?t finds "sat" 
and "set". 

• Use the asterisk (*) to find any number of characters, for example, s*d finds 
"sad" and "started". 

 
2. Select Find All or Find Next to run search. 
 

Tip: When selecting Find All, every occurrence of the criteria searched for is listed, and selecting 
a specific occurrence in the list selects its cell. Sort the results of a Find All search by selecting a 
column heading. 
 

3. Select Options to further define search if needed: 
• Within: To search for data in a worksheet or in an entire workbook, select Sheet 

or Workbook. 
• Search: To search either By Rows (default), or By Columns. 
• Look in: To search for data with specific details; in the box, select Formulas, 

Values, Notes, or Comments. 
 
Note: Values, Notes, and Comments are available only on the Find tab; only Formulas are 
available on the Replace tab. 

 
• Match case: Check this to search for case-sensitive data. 
• Match entire cell contents: Check this to search for cells that contain only the 

characters typed in the Find what box. 
 

4. To search for text or numbers with specific formatting, select Format, and then make 
selections in the Find Format dialog box. 

 
Tip: To find cells with a specific format, delete criteria in the Find what box, and select a specific 
cell format as an example. Then go to Format and select Choose Format From Cell. Then, select 
the cell with the desired formatting. 

Replace 
To replace text or numbers, select CTRL+H, or go to Home > Editing > Find & Select > Replace. 
 
Note: In the figure below, Options is selected to show the entire Find dialog box. The default 
window has Options hidden.  Refer to Figure 10. 
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Figure 10: Find and Replace dialog box (Replace tab) 

 
1. In the Find what box, type the text or numbers wanted to be located, or select the arrow 

in the Find what box and then select a recent search item from the list. 
 

Tips:  
• Wildcard characters like question mark (?), asterisk (*), tilde (~), can be used in 

search criteria. 
• Use the question mark (?) to find any single character, for example, s?t finds "sat" 

and "set." 
• Use the asterisk (*) to find any number of characters, for example, s*d finds 

"sad" and "started." 
 

2. In the Replace with box, enter the text or numbers replacing the search text. 
 

3. Select Replace All or Replace. 
 
Tip: When Replace All is selected, every occurrence of the criteria searched for is replaced, 
while Replace updates one occurrence at a time. 
 

4. Select Options to further define the search if needed: 
• Within: To search for data in a worksheet or in an entire workbook, 

select Sheet or Workbook. 
• Search: To search either By Rows (default), or By Columns. 
• Look in: To search for data with specific details, in the box, 

select Formulas, Values, Notes, or Comments. 
 
Note: Formulas, Values, Notes and Comments are available only on the Find tab; 
only Formulas are available on the Replace tab. 
 

• Match case: Check this to search for case-sensitive data. 
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• Match entire cell contents: Check this to search for cells that contain only the 
characters typed in the Find what box. 

 
5. To search for text or numbers with specific formatting, select Format, and then make 

selections in the Find Format dialog box. 
 
Tip:  To find cells that match a specific format, delete any criteria in the Find what box, and then 
select a specific cell format as an example. Select the arrow next to Format, select Choose 
Format From Cell, and then select the cell that has the desired formatting. 
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Retrieve SSNs From Title 1 Application 
For the Participant Information upload, open each participant’s Title I Application to copy-paste 
the SSN to the upload spreadsheet.  
 
Follow the steps below to retrieve a participant's SSN from their WIOA Title 1 Application.  
 

1. Using the waffle menu in the upper left corner of CalJOBS, locate the Manage 
Individuals, and select the arrow to the right of the option. Once the Manage Individuals 
option is expanded, select the Assist an Individual option. Refer to Figures 11 and 12. 

 
 

 
Figure 11: Menu in CalJOBS 

 
 

 
Figure 12: Manage Individuals option expanded on CalJOBS menu 

  



Last Updated 10/2024   15 
 

2. Complete the General Criteria fields as needed to locate a participant. Not all fields need 
to be completed to run a search. Refer to Figure 13. 

 
Figure 13: General Criteria needed to search for a participant 

 
3. Once a participant is located in CalJOBS, the following pathway can be used to navigate 

to the Programs tab and access their Title 1 Application: Staff Profiles > Case 
Management Profile > Programs. Refer to Figure 14. 

 

 
Figure 14: Expanded Title 1 Application Pathway 
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Note: Pseudo SSNs are indicated in the Program tab of CalJOBS once a participant is being 
assisted. If grantees used a pseudo-SSN in CalJOBS, they do not need to report an SSN in CEG. 
Refer to Figure 15. 

 

 
Figure 15: Pseudo-SSN Notification 

 
  



Last Updated 10/2024   17 
 

4. Scroll down to locate the participant’s completed Title 1 – Workforce Development 
(WIOA) application and select application link. Refer to Figure 16. 

 
Figure 16: WIOA Title 1 Application 

 
5. In the participant's application, use the drop-down menu and select Contact to access 

their SSN. Refer to Figure 17. 
 

 
Figure 17: Expanded navigation drop-down menu  
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6. Copy the SSN from the Contact tab of the participant’s Title 1 Application and paste it 

into Participant Information template for CEG. Refer to Figure 18. 

 
Figure 18: Participant SSN 

 
 

Upload the Spreadsheets to CEG 
Once the data is transferred to the template, the spreadsheets can be bulk uploaded to CEG. 
Refer to the Bulk Upload Data Entry Guide and Recorded Platform Walkthrough for step-by-step 
instructions to complete this process.  
 
Note: Some information is not tracked in CalJOBS (e.g. sexual orientation). In those instances, 
enter the information that may be stored outside of CalJOBS, or use the NA options as needed. 

  

https://cwdb.ca.gov/wp-content/uploads/sites/43/2024/01/Cal-E-Grants-Reference-Guide_-Participant-Data-Upload-Process_ACCESSIBLE.pdf
https://youtu.be/UbLMufHkyc8
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Appendix 
Cal E-Grants Resources: 

1. Bulk Upload Data Entry Guide 
2. Recorded Platform Walkthrough 

https://cwdb.ca.gov/wp-content/uploads/sites/43/2024/01/Cal-E-Grants-Reference-Guide_-Participant-Data-Upload-Process_ACCESSIBLE.pdf
https://youtu.be/UbLMufHkyc8
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