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PARTICIPANT DATA – MANUAL PROCESS 
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Participant Data can be uploaded or added manually to Cal-E-Grants once logged into the system. To manually enter 
data, follow the steps outlined below. 

ACCESSING PARTICIPANT DATA: MANUAL ENTRY 
Access via the Participant Data Tab 

 

1. Select the Participant Data tab at the top of the Cal-E-Grants landing page. 
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The Enter Data Manually and Upload Data buttons are located at the top of the page.  

 

2. Select the Enter Data Manually button. 
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3. Fill in all required fields (indicated with a red asterisk [*]) of the Enter Data Manually popup window. 
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Access via Grants Tab 
 

1. Select the Grants tab at the top of the Cal-E-Grants landing page. 
 

 

 

 
2. Select the Grant ID link. 
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3. Select the drop-down arrow and then New Participant Data on the right-hand side of the Grant page. 

 

 

4. Select the Enter Data Manually button from the popup window.  
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5. Fill in all required fields of the Enter Data Manually form that appears.   
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MANUAL ENTRY OF PARTICIPANT DATA 

1. Fill in all required fields (indicated with a red asterisk [*]) on the Enter Data Manually form. Select Save to 
submit. If YES is selected for “Do you have SSN?” a required Social Security Number field will appear. 
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Three potential scenarios will occur once the Save button is selected:  

 

If the SSN matches an existing participant an error message will appear at the top of the screen. Confirm the 
Participant’s SSN is correct. 

 

If the participant record matches one that is already in the system (Name, SSN, Date of Birth ALL match), a 
popup will appear and the system will re-direct to the existing participant.  
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If the data is accepted by the system a Success banner will appear, and the system will re-direct to the new 
Participant Data page.  
 

VIEWING THE PARTICIPANT DATA DETAIL PAGE 

 
A search bar is located at the top right-hand side of the Participant Data table. This can be used to locate 
participant data previously entered. 
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1. Select the Participant Data Name to open the entry. 

 
 

 
The Participant ID is located at the top of the Participant Data page.  

 

 
 

Note: The naming convention will follow the format:  
First Name + Last Name + Date of Birth (MM/DD/YYYY) – i.e., Jane + Test + 01/02/2004 = janetest01022004 
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2. Fill in all necessary fields (*) for the participant. 
 

 
 

 
Note: Hover over help bubbles (i) to get more details on what information is being requested. 
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3. Make a selection for the Race/Ethnicity field. Selecting a choice will highlight it on the Available list. Then, select 
the forward arrow to move the highlighted word(s) to the Chosen box. 
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Note: If a selection needs to be removed from the Chosen box, select the item, then select the back arrow. 
 

 
 

 

Note: Since this is a required field, an option must be selected. The correct selection must be moved to the Chosen box 
before the incorrect option can be removed.  
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4. Select Submit Updates to save what has been entered. 

 

Note: If all data is accepted and saved, a Success message will appear at the top of the screen. 
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ADDING SERVICES: MANUAL ENTRY 
 

Different service tabs can be accessed at the top of the Details page after all required participant information has 
been entered.  

 

 

1. Select the New button on the right-hand side of each service tab to add services as needed. 
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2. Fill in all the required fields (*) of the new form that appears.  
Note: Be sure to select the Save button to complete the process of adding services. 
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Note: This process can be repeated to the other tabs: Supportive Services, Career Services, Training Services, and 
Credentials, as needed. 
 
Once service data has been saved, the required fields will no longer be editable.  

 

 

Note: If changes need to be made after data is saved in the system, please send an email to the Research Unit at 
ResearchUnit@cwdb.ca.gov.  

mailto:ResearchUnit@cwdb.ca.gov
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UPDATING SERVICES 
 

1. Navigate to the appropriate Service tab within a participant’s entry to update a service manually. 

 

2. Once on the appropriate Service tab, select the service name to open the details of the entry.  
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2. Select the pencil icon to the right of the field to change the status of a service from In Progress to Completed or 
Withdrew.  
Note: A date is required when service is completed or withdrawn. It can be inputted above the status line. 
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3. Select the Save button at the bottom, once the status has been changed and the date added. 
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FINAL SUBMISSION 
Access via Grants Tab (Recommended) 

1. Once participants have exited a program and are no longer receiving services, participant entries can be closed out 
using the bulk Final Submission function under the Grants tab in Cal-E-Grants.  
 

 
 
2. Select the appropriate Grant ID. 
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3. Select the Participant Data tab and then the Bulk Submit button.  
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4. A popup window will appear listing the participants that are eligible to be submitted. Select the check boxes to the 
left of participant(s) to be submitted, then select the Submit button.  
 

 
 

Note: Participant data can only be submitted once it is completed. Only entries eligible for submission are 
displayed. Once the Final Submit button is selected, grantees will NOT be able to add additional data or services to 
the record(s). After submission, the Participant Data becomes Read-Only. 
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The participant’s status will change from In Progress to Submitted on the Participant Data landing page.  
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Access via Participant Data Detail Page 

 
1. Alternatively, when a grantee is done providing services to a participant, the data can be submitted individually 

by selecting the Final Submission button within the participant’s entry. This will likely be toward the end of the 
grant term.  
 

 

Note: The ‘Final Submission’ button is located on the Details tab at both the top and bottom of the screen. Once the 
Final Submission button is selected, grantees will NOT be able to add additional data or services to the record(s). After 
submission, the Participant Data becomes Read-Only. 
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The status of a participant’s data is indicated in the Progress ribbon located toward the top of each tab and on 
the Participant Data landing page under Status.  
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