CalJOBS Remote Signature — User Guide

Introduction The CalJOBS Remote Signature is a tool the Youth Provider Staff can use for
obtaining customer signature on the Workforce Innovation and Opportunity Act

(WIOA) application.

CalJOBS This user guide provides the steps on how the Youth Provider staff can send the
Remote Remote Signature link and any additional documents to the customer via email.
Signature

Step Action Result

1 Access CalJOBS

« Offici Callifor

i CalJOBS

Access your RESEA Orientation Video 1
Follow these steps:

1. Sign in to CalJOBS.

2. Find video at bottom of page.

3. Select RESEA Orientation Video to view video.

2 | e Gotothe Eligibility Summary
tab of the WIOA application
(last page of the online
application process), and

e Scroll down to the Remote
Signature section

Tite |- Workforce Development (WIOA!

Heasatald snd ncome r— r—

© sigimitty Summary
~ Hide Al Stons

From the Eligibility tab, scroll down to:

Remote Signature

Applicant Certification Statement: (Not to be signed and dated until all documentation has been provided.)

3 | Click Capture Signature to select
an input method

| certify that the information on this application is accurate to the best of my knowledge. I understand that my willful
outside sources to be contacted and for them to disclose any information necessary to verify my eligibility for WIOA.
government agencies if required by law.

And click Capture Signature to select an Input method

- Capture Signature

4 | e Select Message as the
Signature Input Method. Once
Message is selected the
system generates section for:

— Recipient Information, and
— Sender Information.

e Complete the appropriate
information for both sections of
the Message

Select Signature Input Method

o —

Mouse Message Topaz / ePad

equired fields

Recipient Info

“Salected
Recpienti
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CalJOBS Remote Sighature — User Guide, Continued

CalJOBS Remote Signature, continued

Step Action Result
5 | Select Email as the Delivery Method
option Deliverv Method
"Select Method: | Internal Message (Message Center)
[ emai (f Available)
D Text Message (If Available)
6 e Scroll down to Attachment
Options; this will allow staff to add o bide Attachment Optiond
other documents to the email for Attachments
cu.stomers to (?omplete, and ) |
¢ Click Select File to locate Rusen fheey
document and attach to the Email \ | [sstectrie )
Message
Note: The selected document will Attachments
appear under Attachments. If the
incorrect document was attaChed, o Application_Disclosure_Documents.pdf
click remove button and re-do step 6. Attach File(s):
e Click Send; CalJOBS will: o
— Generate an email with a link
for the customer to sign the
WIOA application, and
— Include the added documents
for customer to sign.
Email The following is an image of the email sent in CalJOBS to the customer:

Electronic Signature Request
o Customer Name

R Application_Disclosure_Documents.pdf _

CAUTION: This email originated from outside of the organization. Do not click links or open attachments unless you can confirm the sender and know the
content is safe.

Email sent on behalf of . WDT email address appears
Please complete and signed.

View Document

You are receiving this email, because you ase a registered member of CalJOBS, and vou were selected a3 a recipient for an email from ancther member, staff, or an automated process. If you would like to
unsubscribe to all emails from CalJOBS,
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