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How to Create Literacy and Numeracy Records in CalJOBS 
 
This section describes how to create Literacy and Numeracy Records to record Pre-tests 
and Post-tests in CalJOBS step by step. Please note: Literacy and Numeracy Records 
are only applicable to Youth participants. 
 
Creating a Literacy and Numeracy record: 
 
After you have located your Youth participant’s case, expand the link by clicking on the 
(+) located to the left of the WIOA application link. 
 

1. Locate and click the Create Literacy & Numeracy Records link (located under the 
activities table). 

 
 
 

2. Enter the necessary information as indicated in the form 
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2. Complete the General Information section by selecting a Customer Group, One 
Stop Location, and Agency Code. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

* Click the Search button to locate your agency. Make sure that you search  
   “LAO” to pull the correct agency.  

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

3. Enter the Assessment Information such as Assessment Category, Type of 
Assessment, Version, Functional Area, etc. 
* Please note that the first record you enter will be for the Pre-test. 
 
 
 
 
 
 
 
 
 
 

Select the One Stop location with the 

WIOA prefix. 

Click here to select the Agency Code.  
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4. Enter the Pre-Test information such as Date of pre-test and Score. 

 

*The “Score Reflects Basic Skills Deficient” question will automatically be set to 
Yes or No depending on the test score entered in the previous question. 
 
 
 
 
 
 
 
 

 
 

5. Click on the Save button once you are done. A new table containing the Pre and 
Post-tests will appear under the Create Literacy and Numeracy Records link. 
 
 
 
 
 
 
 

 
 

 

 

 

 

a. If you need to modify any information from any test, simply click on the test link 

from the tests table. 
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This action will take you back to the test information page. 
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Notice the two last sections that appear at the bottom of the page, Staff Information and 

Progress Assessments. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Under Staff Information, the only editable field is 

Position, however, “Staff” should always be selected in 

this field. 
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To add a Progress test or Post-test. 

1. Click on the “Create Progress/Post Assessment Record” link in the Progress 

Assessments section. 

The following page appears: 
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2. Complete the General Information section by entering the One Stop Location and 

Agency Code. Notice that the test information fields have been grayed out. This is 

because the same assessment should be applied for the Pre and any consecutive 

tests. 

 

 

 

 

 

 

 

3. Next, complete the Progress Assessment section. In this section, you need to 

specify the Test Type (Progress test or Post-Test), enter the Assessment 

Form/Version, Test score, Date of Assessment and Position. 

* Notice that the system pre-populates the “Educational Functioning Level” and 

“Participant remains Basic Skills deficient” fields based on the score entered in the 

previous field. 
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4. Click the Save button when finished. 

 

The newly entered test will appear in the Progress Assessments section of the original 

test page. You may go back to the record to make any changes. 

5. Click the Save button once again. 

6. You have finished creating literacy and numeracy records in CalJOBS. 

 
Click the Edit link of the Progress Assessment if you 

need to make any changes. 


