NUMBER: WIOA RS 01-2017-REV SUBJECT: CalJOBS Document Imaging Pilot Project

DATE: 07/21/2016 EFFECTIVE DATE: July 21, 2016

TO: WORKFORCE INNOVATION AND OPPORTUNITY ACT (WIOA) ADULT, DISLOCATED
WORKER, AND YOUTH SERVICE PROVIDERS

“This Directive supersedes Directive WIOA RS 01-2017"

PURPOSE

The purpose of this directive is to provide policy and instructions to Los Angeles County America’'s
Job Centers of California (AJCC) Service Providers on document scanning procedures required when
using the Document Imaging and Scanning Module in the CalJOBS system. The use of document
imaging will take effect on July 1, 2016 through a pilot project with selected AJCCs. Following the
completion of the pilot project, all AJCCs will be held to the policies and procedures as described
herein, and in any subsequent directive(s), should the policies and procedures change as a result of
the outcome of the pilot project.

REFERENCE
Workforce Services Information Notice (WSIN) 15-7

BACKGROUND

On August 28, 2015, Employment Development Department (EDD) issued an Information Notice
(WSIN 15-7) which advised on a new method of collecting and storing supporting documents used
for various program verification purposes within the CalJOBS system. This new scanning system will
eliminate Participants’ need to provide documents multiple times when co-enrolling between
programs that are supported in CalJOBS or co-enrolling between different AJCCs. In addition, the
use of document imaging will eventually lead to other efficiencies such as a reduction in the reliance
on hard copy files and the ability for monitoring of files electronically.

The scanned documents will be stored online in a secure central database. Staff and Supervisor
accounts at the pilot sites have been granted access to upload, view andfor download scanned
documents. CalJOBS tech Support staff will modify the user ID request form to include a column to
request access to the Document Management Module. Privileges will be assigned according to the
staff level access to CalJOBS, please see chart below:

Staff Access Level Privilege
LWIA Partner Supervisor Upload, View, Search, Edit, Download, and Delete documents
LWIA/CBO Staff Upload, View, Search, Edit and Download Documents
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The scanners have been set-up in the seven (7) Service Providers located within the following
American Job Centers of California (AJCCs) that are participating in the pilot project as follows:

American Job Center of California Service Provider
Community Career Development - Compton
Compton/South LA AJCC Community Career Development - So. Central

Housing Authority of the City of LA (Youth)

East LA AJGC AYE Catholic Charities (Youth)

ResCare - East LA

Hub Cities AJCC Hub Cities - Huntington Park

Hub Cities - Huntington Park (Youth)

POLICY AND PROCEDURES

The fields within CalJOBS that require document verification, along with their location and description
within the WIOA case record, are listed in Attachment A: CalJOBS Scanned Documents Naming
Conventions Revised. Please note that the standardized document names are set to ensure a
consistent naming convention per field. Service Providers shall make sure that they adhere fo the
naming conventions provided so that all document names follow the format in Attachment A. Service
Providers are also required to add tags to be able to locate their own files.

Step by step directions on scanning and uploading documents are outlined in Attachment B: CalJOBS
Help Sheet 9: Document Imaging. Document management and searching for documents are also
highlighted in Attachment B. For the purposes of this pilot project, please keep hard copies of stored
images in addition to the scanned verification documents saved within the CalJOBS system. Note
that the efectronic form of confidential information is not be stored outside of the CalJOBS system.
While scanning the original document is preferred, scanning legible verified documents provided by
Partners may serve as sufficient documentation.

All scanners involved in this pilot project are the property of Community and Senior Services (CSS).
All flatbed scanners must remain at their originally installed facility. These scanners cannot be
transferred from one facility to another without prior authorization from CSS. In addition, the portable
scanners cannot be reallocated to another AJCC or agency outside of its original assignment. Staff
must observe the proper care and use of equipment. Furthermore, AJCC Service Providers must
inform CSS of any new staff members' use of the scanning equipment.

Los Angeles County AJCC Service Providers that participate in this pilot should ensure that the
requirements described herein are communicated throughout operations.

If you have any questions regarding the procedures on scanning documents in CalJOBS or are having
technical issues with the scanners, please contact our CalJOBS Tech Support Team, at

caliobst pport@css.lacounty.gov.
SNaungus

Bl in P
Josie MarqueLz:f Assistant Director / : }

Workforce and Community Services Bran

Attachments:
CalJOBS Scanned Documents Naming Conventions Revised (Attachment A)
CalJOBS Help Sheet 9: Document Imaging (Attachment B)
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CalJOBS Help Sheet 9

Document Imaging

Prepared by: Research and Statistics Division
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Document Imaging in CalJOBS

The Document Imaging Module enables staff to scan and upload any type of document
into CalJOBS.

This section describes step by step how to scan and upload documents in CalJOBS.

There are two options in which staff can scan and upload documents directly to
CalJOBS:

Option 1: While completing any type of form (i.e. WIOA Application)

When completing a form like the WIOA application, you will notice many fields in which
the “Verify" link is presented as an option. CalJOBS allows staff to scan and upload
documentation by using the “Scan” link in these areas. See image below:

Edit Date of Birth
+ Date of Birth: 10/26/1980
[ Verify Upload | Link | View

+ Driver's License

To use this function, simply click on the Scan link. CalJOBS will then show the following
screen:;

Program. Werkforse irnovaton and Opportunty Act (WIGA | Program !
Appheaton: WIOA Appication W1450627% Appication Date w2015 ,
Verfaomn Lt WIOA - Date of Sin Verfieston |
Verficat:on Type: Enver's Leensa

Enter the document tags,
press enter after inserting

: __,.....--""" each tag. These tags will help
" 0 T S o e e / staff search for documents.
™ et | -
A .
L g Specify \n{h‘ether you want to allow the
user (individual) access this document.
Select the source scanner
Select Sourze: CanoScan LOE 19 s
Pixel Type: BW O Gy ¥ AGB
Resthtxn: 100 * < Select color setting and
resolution for the document.
-
Show Source User inierface | Drscaed Slark Page
% Use Auto Document Feed = Dugiex - Select the additional settings for
| Irsert new scamned mage before turer wmage the scanjob.
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Once you enter the information above, click on the Scan Document button. CalJOBS
will then generate a preview and a thumbnail of the newly scanned document.

—
Zoom
B
e
' Y
e
DOCUMENT |®
i | /| |
Use these options to remove
[ Bemoes Cumnt imags ! Bemove AN images Lg selected pages from your scanned
document.
L Display interactive messages
g {ocument Name |

Specitying a document name for this scanned document s optional H you da nat provide a
document name, the system will either usa the Verdication Type document sefected. i available,

CAL T S e D Enter the appropriate document

Documant Name - name. Use the naming conventions
Crptana? . -
listing to remain consistent with each

After you are satisfied with your scan job, click on the Upload Document button. Your
scanned document will now be uploaded to CalJOBS. Once this is done, make sure to
select the type of documentation being verified by clicking on the Verify link.

Edit Date of Birth
= Date of Birth: 10/26/1980
Scan | Upload | Link | View]
b

river's License
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Option 2: By going to the Documents (Staff) section under Staff Profiles

1. Log in to CalJOBS using the account provided by the LA County CalJOBS tech
support staff.

2. Locate your participant by navigating to “Manage Individuals”, then click Assist
an Individual under the Services for Workforce Staff tab in the left navigation
panel.

— D Werk Values
3 Services for
'1 Workforce Staff g Toolsand T
[ Y5 .

Create an Individual

Manage Individuals ¥

Manage Employers ¢ 1 One Case Mote to Multiple
1 Individuals

Manage Resumeés ¢

Manage Job Orders r 8

3. Once you locate your individual, click on the Documents (Staff) link under Staff
Profiles/General Profile in the Staff Portfolio section located on top of the page.

B -l staff profiles

El L General Profile
[3 gase Notes

0 activiti
lD Documents fstafﬂl

=/ = Case Management Profile
13 case Summary
[3 programs
03 plan
3 Assessments
E Report Profile
0 Imcking




4. To scan a new document, click on the Scan Document button at the bottom of
the page.

Sumepary Cae Hotes Activitiey Documents { $taff)

Decemeants Ava dabie

Listed befow are the documents available on the selected Individual. Click the View link below to view thal particular item.
B Show Filter Ootfons (Shawing ail records)
No records found
Uploadad and scarined documents with spaces In the documenl nama Mmay e incompatable vith sama browsers. These spaces will ba

replaced with _ when saving the document in our system

F

—
Scan a Docement
e ——————————

Linik & [Jocument

Add a Docemen!

5. CalJOBS will display the following form:

(ioc umert Association Cumplete the Document
cl;"n;’n:huzi to m:g:::uun associater documant to 3 specdic program applcation or venfication document. please e the .".-- Association section bV selectlng
Frogram | IAtorea Innovation and Cpporurty At VM OAT Program v | / the appropriate choices from the
Applezion; [l k. Agmpicafion 914608278 Appieanion Date 0w 2015 + dropdowns.
Verification Hem: [WIOA-SERVerfmatlon 3]
P stion Yype D =
Enter the document tags,
i e Hematan press enter after inserting
» Documert Tags [Socsl Secunty i
Keyucos £ b woesen i, 227 " each tag. These tags will help
o staff search for documents.
User Accussibie O ves & Mo
— Specify whether you want to allow the
N user (individual} access to this
e . S— document.
Select Source: [ConoSean LDE 12— P
Puxel Frpe O gw O Gray ® RGE
Rasolutior:: [iD0 | \X Select the source scanner
e — | Select color setting and
L Ehevr Source User Interfsce - Dscprd Slank Page
 Use Acta Document Feed | Duplex

resolution for the document.
Sl insun pew scanned image before curment mage \

P, | S2l2Ct the additional settings for
the scan job.
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AREEED Vs J_j

Once you make your selections, click on the “Scan Document” button.

6. CalJOBS will generate a preview and thumbnail of the document.

- I
Thurersdy Zoom[Talx]
TesT &
LT TES‘[" b
2% -
k]
DOCUMENT |
A
&
I—_l_ ....' ].
Dapiy itveradtivs mrssages
T e
Specitywg 2 docament fng 't T 10areed Socunend 1 ophenal [ you do fet provie & SSCaneat A3 [N STE16M mil ¢eter Ty the
Verfesnien Type docomeet selicted, I puakabiy, o the fumet dxte £0d (3w 73 the ZOCUmNT Eame
Documat Namw
=

Use these options to remove
selected pages from your scan job.

Enter the appropriate document
name. Use the naming canventions
listing to remain consistent with each
Document name.

If you are satisfied with your scan job, click on the “Upload Document” button. If not, you
may click on the “Upload and Edit Document” button to upload the file and edit the

document (i.e. crop, rotate, resize, etc.).
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Document Management

When staff scan and upload documents in CalJOBS, those documents can be found in
the “Documents (Staff)” section. CalJOBS allows staff to manage these files.

Dacuments (Staff)

Summary Lase Notes Activities

Documents Available

Listed below are the documents availabie on the selected Individual. Click the View link belaw to view that particular item.

] show Filter Qotions (Showing all recgrds)
Results View: Summary | Belailed
Click a column title {o sort,

Bocument Name Categoty Size Modify Date Action

206 KB 41142016

Verification

| Document 41
N 4 page 1v ot P H Rows [ 100 v

Uploaded and scanned documents with spaces in the document name may be incompatable vith some browsers. These spaces will be
replaced with _ when saving the documentin our system.

| Add a Document Link @ Document

Use this link to view, edit, and Use this link to delete the
download the document. document.

Add a Document Link a Document
/" i \

Th:s b:ttcf:: allowsc::he :;erptg Click here to scan a new This button allows the user to
R RIS L document. associate an existing document
with another type of verification.
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Searching for Documents

CalJOBS allows staff to search for uploaded documents for a particular participant case
file. Simply locate your desired participant case file and go to the “Documents (Staff)”
area located under Staff Profile/General Profile.

Summary Cane Notey Activities Documents {5taff}
Listed below are the documents avallabla on the selected Individual. Click the View link balow to view that particular itam. —’I
£l show Fitter Oplions iShowing all records)

Resuls View: Sumniry | Detalled
Ciick a column titfe tosort

Dccument Name Category Modify Date Action

Document#f Verification 206 KB 41412016 View|Delete ||

M 4 poge iv]ot1 ® N Rows (100 v

Uploaded and scajned documents with spaces in the document name may be Incompatable with some browsers. These spaces will be
replaced with _ when saving the document in our systam

Add a Document Scan a Document Link a Document

Click on the link to show the filter I
options,

Enter the desired filters for your search and click on the “Fiiter” link at the bottom. To
reset your search, click on the “Reset Filter” link.

=" Hida Filler Qptigns
Document Filters
Category: None Selected hd
Document Tags:
Specific Criteria
Pragram: None Selected >
Application Naone Sefected +
Verlficatian tem None Selected i
Vertication Type None Selected x

Important note: In order to be able to scan documents in CalJOBS, your IT department
must download the proper set-up for the hardware to work with the website.



