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How to Create a WIOA Participation in CalJOBS 
 
This section describes how to create a WIOA participation in CalJOBS step by step. 
 
For Staff Access please refer to Help Sheet #1 on How to Access CalJOBS. 
To create a WIOA Application please refer to Help Sheet #4. 
 
Creating a WIOA Participation: 

1. Navigate to the WIOA Program and click the “+” symbol to expand the 

applications. Then click the “+” symbol next to the application to expand the 

details. Click on “Create Participation” to create the WIOA Participation for the 

client.  
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2. Enter the participation information for the participant making sure the information 

is verified and correctly reflect the paper case. Once finished, click “Next” and it 

will create the participation for the client. You will be directed to the activity page.  

(Note: You cannot enroll the client in any activities without a participation. Once 

you create the participation you will be redirected to activity enrollment 

automatically.) 
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This section describes how to enroll the participant in activities. 

Enrolling a participant in activities: 

1. Enter the participants correct program group and select the office location for the 

client. Next, click on “Click Here” link next to agency code search to input the 

correct agency code.  

(Note: You must search using “LAO”. If you search by your agency code, you 

may not get the correct agency. Also, if you select an incorrect program group 

you may not modify after. You will need to send a data change request to our 

Tech Support email and have them void it for you.) 

 

(Note: Although the system 

does not require an agency 

code, LA County requires all 

agencies to input agency 

codes.) 
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2. Enter the enrollment information. Click on “Select Activity Code” to select the 

appropriate activity for the enrollment. Make sure to include all dates for the 

activity.  

(Note: Since this is the first activity immediately following the participation, 

“Actual Begin Date” is automatically inputted since the participation date is the 

begin date of the first activity. It is not a required field, however if it is not inputted 

for an activity, it will close 30 days from the projected begin date. Also, activity 

codes like program groups cannot be modified after they are created. If an error 

was made, you have to contact Tech Support to void out the activity.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on the Select Activity 

Code link to select an activity. 
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3. Enter the staff information. If not already assigned, select “Assign Me” to assign 

yourself as the case manager for the individual. If your privilege level is set to 

supervisor, you will have the ability to assign case managers by selecting “Assign 

Case Manager”. Once you hit “Next” the activity is created.  

 

 

 

 

 

 

 

 

 

 

 

 

 

(Note: Although assigning a 

case manager is optional, LA 

County requires all individuals 

to have a case manager.) 
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4. Enter the provider information for the client. If your provider information is still 

being verified through I-Train, you may click “Exit”. Your activity has already been 

created and you may enter any subsequent information when needed or as 

necessary. 
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5. After you have completed the remaining tabs and your client is finished with the 

activity, you may close out the activity. Enter any appropriate information 

including completion code, last day of service, and any additional case notes. 

Click “Finish” to close out the activity or “Back” to edit existing information. 

(Note: If you happen to make a mistake on the completion code or the last 

activity date, contact Tech Support as soon as possible. Because of the 30 day 

lockdown policy set by EDD, if you request a backdate or completion code 

change past 30 days, it won’t be possible. You will need to add a case note.)  


