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Participant Data can be uploaded or added manually to Cal-E-Grants. To upload data, follow the steps outlined 

below. 

 

ACCESSING PARTICIPANT DATA: UPLOAD PROCESS 
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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2. Locate the Enter Data Manually and Upload Data buttons at the top of the page.  

 

 

3. Select the Upload Data button.  

 

 
 

4. View the Upload Data popup that appears. 
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Access via Grants Tab 
 

1. Select the Grants tab at the top of the landing page. 

 

 
 

 

2. Select the Grant ID link. 
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3. On the upper right-hand side of the Grant page, select the drop-down arrow and then select New Participant 

Data. 

 

 
 

 

4. Select Upload Data from the popup that appears. 
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5. View the Upload Data popup that appears.   
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UPLOAD PARTICIPANT DATA 

1. Download all necessary templates and template codes from the Upload Data popup.  

 

Note: If adding new services, use the New instead of the Update template.  
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2. Input all data beginning in Row 2. 
 

Note: Do NOT make any changes to Row 1. 

 

 
 

 

3. Complete and save template(s) as a .csv file.  

 

Note: Refer to specific Template Codes to the right of the Download Template column in the Upload Data Popup 

for formatting rules, codes, and descriptions of each field. (Example below.) 
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4. To upload data for a specific Grant, scroll down to the bottom of the Upload Data window. 
 

5. Select the Grant associated with the data upload and complete all required fields indicated by the red asterisk 

(*). Then, drop in or select the file to be uploaded. 
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6. Select Done when the green check mark appears indicating the upload is complete.   
 

 

 

7. A File Upload Processing message will appear at the top. 

 

 
 

 

 

Note: If there is an error when uploading a file, a File Error message will appear. Please review the file for errors 

and upload again.  
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8. Check your email for the status of the upload, which will note the number of errors found.  

 

9. Use link provided in the email to view the error report. 

 

 
 

  



 
 

Page 16 of 32 
 

10. Review report, which lists errors and corresponding row numbers.  
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EXPORT ERROR REPORT 

 

1. Export Error Report by selecting Export at the top right-hand corner of the page.  
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2. Select Export View: Details Only and the Format choice Excel Format.xlsx from the popup. 

 

3. Then, select the Export button at the bottom right to complete the export.  

 
 

 

4. Make all necessary corrections outlined in the error report. (See example below of multiple errors listed.) 
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Note: Changes can be corrected in the original spreadsheet and reuploaded. 

 

VIEWING THE PARTICIPANT DATA DETAIL PAGE 

 

The Participant Data table has a search bar located at the top right-hand corner. This can be used to locate 

previously entered participant data. 
 

 
 



 
 

Page 20 of 32 
 

 

1. Select the Participant Data Name to open the entry. 
 

 
 

 

 

2. In the Participant Data entry, locate the Participant ID at the top. The Participant ID is required to upload data 

on each subsequent template. 

 

 
 

Note: The naming convention will follow the format below:  

First Name + Last Name + Date of Birth (MM/DD/YYYY) – i.e., Jane + Test + 01/02/2004 = janetest01022004 
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     The Participant ID can also be downloaded in a Participants List on the Participant Data landing page.  

Note: Participant IDs are needed to upload data in all subsequent templates. 
  

 

 

3. Repeat these steps to upload data on additional tabs (services, exit information, etc.) as needed.  
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BULK UPDATING SERVICES 
Access via Grants Tab (Recommended) 

Statuses of services can be updated in bulk by accessing the appropriate reports under the Grants tab in Cal-E-Grants.  

 

 
 

1. Select the appropriate Grant ID. 
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2. Select the Reports tab to locate the prefilled Service data templates. Select correct service type to 

automatically download the report.  

 

 
 

3. Update the Service Status and Completion/Withdrawal Date directly in the prefilled template before re-

uploading to Cal-E-Grants, following the steps outlined above.  
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Access via the Participant Data Tab 

If preferred, service data can be updated by entering new information into a blank template. A blank Update 

Template can be downloaded on the Participant Data Tab when Upload Data is selected.  
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The blank Update Template allows services to be entered as they are completed. Service IDs can be copied and 

pasted from the prefilled templates or entered manually. Once all fields have been completed, the template can be 

uploaded to the system. To avoid errors, details will need to match what has already been added to the system.  

 

 
 

Note: The naming convention will follow the format below:  

Participant Data Name + System Generated Service Name – i.e., PD-24990 + TS-4243 = PD24990TS4243 

 

The System Generated Service Name will need to be retrieved from a participant’s entry, under the appropriate 

service tab.  
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Once on the appropriate Service tab, the System Generated Service Names are located in the Name column. 
 

 
 

FINAL SUBMISSION 
Access via Grants Tab (Recommended) 

After participants exit 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.  
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1. Select the appropriate Grant ID. 

 

 
 

2. Select the Participant Data tab and then select the Bulk Submit button.  
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3. Once the Bulk Submit button is selected, a popup window will appear listing participants eligible to be submitted. 

Select check boxes for participants being closed out, 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 the Participant Data Detail Page 
 

When a grantee is finished providing services to a participant, the data must be submitted by selecting the Final 

Submission button. 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.  
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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.  

 

 

 
 

Note: 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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SUMMARY OF STEPS 
 

Life Cycle of a Participant in Cal-E-Grants 
 

 
 

1. Upload (or manually enter) Participant Intake 
Information to enroll the participant. 

2. Enter services provided in real-time, or at least 
every quarter, and update services as needed. 

3. Enter credential information as needed.

4. Enter Exit Information, Milestones, and Post-Exit 
Outcomes upon completion. 

5. Final Submit all participants by the end of the 
grant term. 
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