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DIRECTIVE
Workforce Investment Board of Tulare County 
Date: March 12, 2025 

TUL 25-02 CalJOBSSM Ac�vity Codes 

EXECUTIVE SUMMARY: 

This policy provides guidance and establishes the procedures for using CalJOBS ac�vity codes. 
This policy applies to all staff who input data into CalJOBS for the following programs: Workforce 
Innova�on and Opportunity Act (WIOA) Title I Adult, Dislocated Worker, and Youth, Na�onal 
Dislocated Worker Grant (NDWG), and any other workforce grant u�lizing CalJOBS, and is 
effec�ve immediately. 

This Direc�ve contains WIB and State-imposed requirements. WIB-imposed requirements are in 
bold italics. 

REFERENCES: 

• WIOA (Public Law 113-128) Sec�ons 129 (b)(2) and 134 (a)(3)(C)(2)
• Training and Employment Guidance Leter (TEGL) 10-16, Change 3, Performance

Accountability Guidance for Workforce Innova�on and Opportunity Act (WIOA) Title I,
Title II, Title III, and Title IV Core Programs (September 15, 2022)

• TEGL 21-16, Change 1, Third Workforce Innova�on and Opportunity Act (WIOA) Title I
Youth Formula Program Guidance (July 30, 2021)

• TEGL 14-18, Aligning Performance Accountability Repor�ng, Defini�ons, and Policies
Across Workforce Employment and Training Programs Administered by the U.S.
Department of Labor (DOL) (March 25, 2019)

• TEGL 19-16, Guidance on Services provided through the Adult and Dislocated Worker
Program under the Workforce Innova�on and Opportunity Act (WIOA) and The Wagner-
Peyser Act Employment Service (ES), as amended by Title III of WIOA, and for
Implementa�on of the WIOA Final Rules (March 01, 2017)

https://www.govinfo.gov/content/pkg/PLAW-113publ128/pdf/PLAW-113publ128.pdf
https://www.dol.gov/agencies/eta/advisories/tegl-10-16-change-3
https://www.dol.gov/agencies/eta/advisories/training-and-employment-guidance-letter-no-21-16-change-1
https://www.dol.gov/agencies/eta/advisories/training-and-employment-guidance-letter-no-14-18
https://www.dol.gov/agencies/eta/advisories/training-and-employment-guidance-letter-no-19-16
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• Training and Employment No�ce (TEN) 19-22, Change 1, Repor�ng Training in the U.S.
Department of Labor’s (DOL) Par�cipant Individual Record Layout (PIRL) (February 27,
2023)

• DOL-only Performance Accountability, Informa�on, and Repor�ng System – Office of
Management and Budget Control No. 1205-0521, Par�cipant Individual Record Layout
(PIRL) (PDF)

• Workforce Services Direc�ve (WSD) 19-05, Monthly and Quarterly Financial Repor�ng
Requirements (December 4, 2019)

• WSD 18-02, Data Change Request Form Procedure (July 31, 2018)
• WSD 24-05, CalJOBS℠ Ac�vity Codes (October 10, 2024)
• Internal Administra�ve No�ce IAN 19-014, RESEA Technical Assistance Guide (January

27, 2020)
• WIB Direc�ve TUL 24-04, S�pends and Incen�ves Direc�ve (September 11, 2024)
• WIB Direc�ve TUL 22-04, Performance Guidance (September 14, 2022)
• WIB Direc�ve TUL 23-04, WIB WIOA Eligible Training Provider List Policy and Procedures

(November 8, 2023)
• WIB Direc�ve TUL 19-04, Pathway to Services, Referral, and Enrollment (August 14,

2019)
• WIB Direc�ve TUL 20-03, WIOA Youth Program Requirements (April 8, 2020)
• WIB Direc�ve TUL 17-02, WIOA Title I Adult, Dislocated Worker, and Youth Suppor�ve

Services Policy (August 9, 2017)
• WIB Direc�ve TUL 19-06, WIOA Title I Adult and Dislocated Worker Follow-up Services

(November 13, 2019)

BACKGROUND: 

The WIOA provides a workforce system that delivers career and training services throughout 
California at America’s Job Centers of CaliforniaSM (AJCC). Given the cri�cal importance of the 
workforce system, its performance at the local, state, and federal levels is crucial. Consistent, 
accurate performance repor�ng allows the workforce system to assess its effec�veness, make 
data-informed improvements, be accountable to taxpayers, and, ul�mately, support vibrant 
communi�es, businesses, and families throughout the na�on. The public workforce 
development system evaluates performance in the following areas: 

• Individual program par�cipants’ employment and earnings.
• Individual program par�cipants’ skill gains and creden�als atained.
• Effec�veness in serving employers.

https://www.dol.gov/agencies/eta/advisories/ten-19-22-change-1
https://www.dol.gov/sites/dolgov/files/ETA/Performance/pdfs/ICR/ETA%209172%20DOL%20only%20PIRL%20CLEAN%202.15.2022.pdf
https://edd.ca.gov/siteassets/files/jobs_and_training/pubs/wsd19-05.pdf
https://edd.ca.gov/siteassets/files/jobs_and_training/pubs/wsd18-02.pdf
https://edd.ca.gov/siteassets/files/jobs_and_training/pubs/wsd24-05.pdf
https://www.tularewib.org/_files/ugd/58cba3_d332d9d2ea314521a3fd01760f5fe239.pdf
https://www.tularewib.org/_files/ugd/58cba3_ae88729836c84882a6d6bad8568bf56c.pdf
https://www.tularewib.org/_files/ugd/58cba3_449ffc330a9d424ba3f4aedcd4355aa5.pdf
https://www.tularewib.org/_files/ugd/58cba3_c3f514333a654d0bb55c2d19ff037444.pdf
https://www.tularewib.org/_files/ugd/58cba3_9155657a9dc2472cbf4584b6f1252240.pdf
https://www.tularewib.org/_files/ugd/58cba3_564b51632da44cb9a4ac8f61f8871b7e.pdf
https://www.tularewib.org/_files/ugd/58cba3_ff4ed28fe88346448eefbfbd6e414ff2.pdf


While certain services, such as informa�on on other programs or services, may not trigger 
inclusion in performance, it is cri�cal that all services are captured and reported to the 
Department of Labor (DOL). It’s important to note that the Wagner-Peyser program provides 
vital self-service and informa�onal services that result in the program having a high percentage 
of reportable individuals. Even though these individuals are not included in the performance 
accountability calcula�ons, the DOL strongly supports these services. 

The use of ac�vity codes has a direct rela�onship to federal repor�ng and WIOA performance 
indicators and should be evaluated closely to ensure the service provided aligns with the 
defini�on of the ac�vity code selected for entry into CalJOBS. For more informa�on on the 
performance measures, refer to Performance Guidance (WSD24-07).  

While federal requirements may not apply to state-funded ini�a�ves, the defini�ons for the 
CalJOBS ac�vity codes provided in this policy must be used. 

POLICY AND PROCEDURES: 

To provide consistent and accurate reports, workforce staff are required to capture informa�on 
on all individuals and employers served, and the services provided to them; this includes 
individuals served only with self-service ac�vi�es. All WIOA Title I, NDWG, and any other 
workforce or WIB grant utilizing CalJOBS are required to enter data via the CalJOBS system 
within a 20-day period from when the activity occurred or the 10th day of the following 
month, whichever occurs first. These services are tracked using CalJOBS ac�vity codes and can 
be applied to an individual or employer account. This policy provides a descrip�on of the 
various service types, how to document a service funded by mul�ple funding streams, 
descrip�ons and guidance for common ac�vity code fields, and the resources available when 
entering ac�vity codes into CalJOBS. 

Service Types for Individuals 
The services offered to individuals and employers through the workforce system are grouped 
into dis�nct service types or repor�ng categories. Some service types or repor�ng categories 
require verifica�on of authoriza�on to work. Please see WIB Direc�ve TUL 19-04 Pathways to 
Services, Referral, and Enrollment or the most recent direc�ve for more informa�on on the 
requirements surrounding authoriza�on to work. 

The following outlines the service categories (repor�ng categories) for individuals. 

Basic Career Services 
Basic career services are universally accessible and must be made available to all individuals 
(excluding Youth par�cipants) seeking employment and training services. Generally, these 
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services involve less staff �me and involvement and can be broken down into two categories: 
self-service and staff-assisted. 

• Self-Service – Self-service basic career services, including informa�on-only services or
ac�vi�es, occurs when individuals independently access the workforce development
system informa�on and ac�vi�es with very litle to no staff assistance. This can be done
in either a physical loca�on, such as an AJCC resource room or partner agency, or
remotely via the use of electronic technologies. Self-service ac�vi�es do not extend the
date of exit in performance repor�ng.

Self-service does not uniformly apply to all virtually accessed services. For example,
virtually accessed services that provide a level of support beyond independent job or
informa�on seeking on the part of an individual would not qualify as a self-service. Self-
Service ac�vity codes provided by Wagner-Peyser or JVSG staff must be recorded in
CalJOBS under the Registered Individual customer group in the Title III – Wagner-Peyser
applica�on. It is up to each Local Area to determine if self-service ac�vi�es will be
recorded in CalJOBS using the Registered Individual customer group in the Title III –
Wagner-Peyser applica�on or the Title I – Workforce Development applica�on.

Individuals with only the Registered Individual eligibility are not in performance, but all
individuals and their services are reported to the DOL in the WIOA quarterly and annual
federal reports.

• Staff-Assisted – Staff-Assisted basic career services are basic career services other than
self-service. Staff-Assisted services extend the date of exit in performance repor�ng.

Individualized Career Services 
Individualized career services must be provided to par�cipants (excluding Youth par�cipants) 
a�er staff determine that such services are required to retain or obtain employment. Generally, 
these services involve significant staff �me and customiza�on to each individual’s needs. 
Individualized career services include services such as: specialized assessments, developing an 
individual employment plan, counseling, work experiences (including transi�onal jobs), etc. 

Individualized career services extend the date of exit in performance repor�ng. 

Youth Services 
Instead of basic and individualized career services, the Title I Youth program has 14 youth 
program elements with various corresponding services. This policy refers to these services as 
youth services or youth training services. Please see the Training Services and Youth Training 
Services sec�on below for addi�onal informa�on on youth training services and see WIB 
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Direc�ve TUL 20-03 WIOA Youth Program Requirements or the most recent direc�ve for more 
informa�on on the 14 youth program elements. 

Youth services are only available for eligible youth between ages 14-24. Both the CalJOBS 
Objec�ve Assessment (412) and Development of Individual Employment Plan (413) ac�vity 
codes must be provided to a Youth prior to receiving further youth services. The Objec�ve 
Assessment (412) and Development of Individual Employment Plan (413) ac�vity codes do not 
create par�cipa�on in the program and thus do not trigger the exit clock. For addi�onal 
informa�on on the defini�on of a par�cipant for the Youth program, please see WIB Direc�ve 
TUL 22-04 Performance Guidance or the most recent direc�ve. 

There are several unique differences with youth services that should be noted: 

• A�er eligibility determina�on and the comple�on of an Objec�ve Assessment (412) and
Individual Employment Plan (413), all youth services (except follow-up services) trigger
par�cipa�on and extend the exit clock.

• Case management is the act of connec�ng youth to appropriate services and not a
program element. Case managers providing case management should not be reported
as one of the 14 youth program elements.

• On-the-job training is considered a work experience (not training).
• Entrepreneurial training is not considered a training service.

Training Services and Youth Training Services 
Training services can be cri�cal to the employment success of many par�cipants. Training 
services include the following: 

• On-the-Job Training (does not include Youth)
• Skill Upgrading
• Entrepreneurial Training (does not include Youth)
• Adult Basic Educa�on (ABE) or English as a Second Language (ESL) (contextualized or

other) in conjunc�on with training
• Customized Training
• Occupa�onal Skills Training and Youth Occupa�onal Skills Training
• Prerequisite Training
• Registered Appren�ceship
• Other Non-occupa�onal Skills Training
• Job Readiness Training in conjunc�on with other training

https://www.tularewib.org/_files/ugd/58cba3_9155657a9dc2472cbf4584b6f1252240.pdf
https://www.tularewib.org/_files/ugd/58cba3_ae88729836c84882a6d6bad8568bf56c.pdf
https://www.tularewib.org/_files/ugd/58cba3_ae88729836c84882a6d6bad8568bf56c.pdf


Page 6 of 18 

Since WIOA has no sequence of service requirement, staff may determine training services are 
appropriate regardless of whether the individual has received basic or individualized career 
services first. However, it is a best prac�ce for non-Youth programs that an Individual 
Employment Plan (IEP) is created prior to placing an individual into a training program. Under 
WIOA, training services may be provided if the staff determines a�er conduc�ng an interview, 
an evalua�on, or assessment, and career planning, that the individual meets the following 
criteria: 

• Is unlikely or unable to obtain or retain employment that leads to economic self-
sufficiency or wages comparable to or higher than wages from previous employment
through career services alone.

• Has the skills and qualifica�ons to successfully par�cipate in the selected program of
training services.

• Is unable to obtain grant assistance from other sources to pay the costs of such training,
including such sources as state-funded training funds or federal Pell Grants established
under Title IV of the Higher Educa�on Act of 1965, or requires WIOA assistance in
addi�on to other sources of grant assistance, including federal Pell Grants.

• Is a member of a worker group covered under a pe��on filed for TAA and is awai�ng a
determina�on. If the pe��on is cer�fied, the worker may then transi�on to TAA
approved training. TAA requires that the par�cipant receives an IEP (Ac�vity Code 205)
prior to enrolling them in TAA training service ac�vity codes. If the pe��on is denied, the
worker will con�nue training under WIOA.

• Is determined eligible in accordance with the state and local priority system in effect for
adults under WIOA sec. 134(c)(3)(E) if training services are provided through the Adult
funding stream.

• Selected a program of training services that is directly linked to the employment
opportuni�es in the Local Workforce Development Area (Local Area) or the Regional
Planning Unit, or in another area to which the individual is willing to commute or
relocate.

Per Monthly and Quarterly Financial Reporting Requirements (WSD19-05), Title I recipients and 
subrecipients are required to follow the accrual basis of accoun�ng. Therefore, training funds 
must be obligated prior to the start of a training service. Training services must be funded either 
through an Individual Training Account (ITA) or through a direct training contract. Training 
services must be provided via an ITA with an Eligible Training Provider, except in the following 
situa�ons: 

• WIOA 15 percent Governor’s Discre�onary funded training service.

https://edd.ca.gov/siteassets/files/jobs_and_training/pubs/wsd19-05.pdf


• Adult or Dislocated Worker funded:
o On-the-Job Training.
o Customized Training.
o Incumbent Worker Training.
o Local Board Determina�on Training.

• Youth funded training service.
o Out-of-school youth, ages 16 to 24, can (but are not required to) u�lize an ITA.
o In-school youth cannot use an ITA unless the ITA is funded by another funding

stream.

WIOA 15 percent Governor’s Discre�onary Fund and non-WIOA grant recipients and 
subrecipients should follow the requirements of their grant. For more guidance on WIOA 15 
percent funds, please see WIOA 15 Percent Governor’s Discre�onary (WSD23-04). For more 
guidance on the Eligible Training Provider List, refer to WIB Direc�ve TUL 23-04 ETPL Policy and 
Procedures or the most recent direc�ve. 

For Adult and/or Dislocated Worker par�cipants, a training service ac�vity code should only be 
added to the par�cipant’s applica�on if funds from one of the programs included in common 
exit are used to pay the cost of the training (in whole or in part), in addi�on to one of the 
following: 

• The funds are paid via an ITA directly to the training provider.
• The funds are paid via a training contract for Incumbent Worker Training, Customized

Training, On-the-Job Training, or other authorized excep�ons for the use of an ITA.

If the training service is funded by a program that is not tracked in CalJOBS (e.g., Community 
College, Department of Rehabilita�on, etc.) and an ITA or a direct contract with the training 
provider is not u�lized to cover any por�on of the total cost of training, a training service 
ac�vity code should not be entered into CalJOBS. In this scenario, the use of ac�vity code Placed 
in State and Local Training (non-TAA, non-WIOA) (313) should be entered into CalJOBS. This 
code is a basic career service (staff-assisted) and has a dura�on of one day. If staff would like to 
track the start and end date of the training, ac�vity code Tracking for Non-WIOA Training (315) 
can also be used. Tracking for Non-WIOA Training (315) is only used for housekeeping purposes 
and does not restart the exit clock. Note that these two ac�vity codes do not place the 
par�cipant in the Creden�al Atainment or Measurable Skill Gains (MSG) performance 
measures. For more informa�on on programs included in common exit, please refer to TUL 22-
04 Performance Guidance or the most recent direc�ve. 
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For Youth par�cipants who enter an educa�on or training program during par�cipa�on in the 
program, all training services (regardless of funding source) must be tracked using a training 
service ac�vity code. 

CalJOBS training ac�vity codes do not have a set dura�on to allow for them to be open for the 
en�rety of the training program. Mul�ple training service ac�vity codes should not be entered 
due to gaps of �me between instruc�on in the same training program (i.e., semester courses). 
New training service ac�vity codes should only be added to the par�cipant’s applica�on in the 
following, limited circumstances: 

• A new program of study is started.
• Development of a new occupa�onal goal accompanied with meaningful modifica�ons to

the par�cipant’s training plan.
• Start of a new program of study a�er an ini�al training has been completed.
• Concurrent programs of study with different training types.

Training services extend the date of exit in performance repor�ng. Detailed case notes must be 
maintained to document the par�cipant’s progress in the training program. To ensure training 
ac�vity codes have an accurate Actual End Date, staff should check with the training provider 
each month to ensure par�cipants are s�ll in the training program. If not able to check monthly, 
staff must check at least quarterly. 

Supportive Services 
Suppor�ve services are designed to provide a par�cipant with the resources necessary to 
enable their par�cipa�on in career and/or training services. Suppor�ve services may be made 
available to any par�cipant in Title I career or training ac�vi�es that is unable to obtain 
suppor�ve services through other programs providing such services. 

Title I Adult, Dislocated Worker, and Youth par�cipants must be par�cipa�ng in staff-assisted 
basic career services, individualized career services, training services, and/or youth services to 
con�nue to receive suppor�ve services. Suppor�ve services should be funded by a funding 
stream that the individual is already a par�cipant in. 

Suppor�ve services can be u�lized to support a par�cipant’s par�cipa�on in services not funded 
by the program if the service aligns with the par�cipant’s overall employment goals as outlined 
in their employment plan. For example, if a par�cipant is atending Community College tui�on-
free as a result of the Promise Grant, and the Local Area does not u�lize an ITA to fund the 
other costs associated to training, but does provide assistance with purchasing books, this is 
considered a suppor�ve service (not a training service). Addi�onally, since the TAA and Wagner-
Peyser programs cannot provide suppor�ve services, if a par�cipant needs suppor�ve services, 
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they must be provided through Title I. Suppor�ve services, other than youth services, do not 
extend the date of exit for performance accountability purposes. 

Local Areas, in consulta�on with the AJCC partners and other community service providers, 
must develop a policy on suppor�ve services that ensures there is resource and service 
coordina�on in the Local Area. At a minimum, the policy should address the following: 

• Procedures for referral to such services, including how such services will be funded
when they are not otherwise available from other sources.

• Establish limits on the provision of suppor�ve services or provide the AJCC with the
authority to establish such limits, including a maximum amount of funding and
maximum length of �me for suppor�ve services to be available to a par�cipant. Policies
may also allow AJCCs to grant excep�ons to these limits.

• Ensures that suppor�ve services are WIOA-funded only when these services are not
available through other agencies and that the services are necessary for the individual to
par�cipate in Title I ac�vi�es.

Suppor�ve services must be entered in CalJOBS and tracked based on Local Area policy, if 
applicable. Suppor�ve services must be in conjunc�on with another program-funded staff-
assisted basic career service, individualized career service, training service, and/or youth 
service. To add a suppor�ve service ac�vity code in CalJOBS, the ac�vity code for the staff-
assisted basic career service, individualized career service, training service, and/or youth service 
must be entered first and be open. For more information on supportive services, refer to WIB 
Directive TUL 17-02 WIOA Title I Adult, Dislocated Worker, and Youth Supportive Services 
Policy or the most recent directive. 

WIOA 15 percent Governor’s Discre�onary Fund and non-WIOA grant recipients and 
subrecipients should follow the requirements of their grant. 

Follow-up Services 
Follow-up services are cri�cal services provided to help ensure the individual is successful in 
employment and/or postsecondary educa�on and training. Follow-up services can only be 
provided if it is expected that the par�cipant will not receive any further services other than 
follow-up from any program included in common exit. The types of follow-up services provided 
and the dura�on of services must be determined based on the needs of the individual and 
therefore, the type and intensity of follow-up services may differ for each par�cipant. The 
following outlines the program-specific requirements for follow-up services: 

• For Adult and Dislocated Worker par�cipants, the opportunity to receive follow-up
services must be offered to all par�cipants who are placed in unsubsidized employment,
for up to 12 months a�er the first day of employment unless the par�cipant declines to

https://www.tularewib.org/_files/ugd/58cba3_564b51632da44cb9a4ac8f61f8871b7e.pdf


receive services or they cannot be located. The purpose of follow-up services should be 
to help the par�cipant to be successful in employment and/or postsecondary educa�on 
and training. 

• For Youth par�cipants, the opportunity to receive follow-up services must be offered to
all par�cipants for one year a�er exit from the program unless the par�cipant declines
to receive services, or they cannot be located.

Follow-up services must include more than only a contact atempt, or a contact made for 
securing documenta�on to report a performance outcome. The provision of follow-up services 
does not extend the date of exit and does not trigger re-enrollment in the program.  

WIOA Title I recipients and subrecipients must establish policies that define what are 
appropriate follow-up services, as well as policies for iden�fying when to provide follow-up 
services to par�cipants. Suppor�ve services may be provided during follow-up. For more 
information on follow-up services, refer to WIB Directive TUL 19-06 WIOA Title I Adult and 
Dislocated Worker Follow-up Services or the most recent directive. 

Housekeeping 
These ac�vity codes are used for tracking purposes. This category is not reportable to the DOL. 

Co-funded Services 
CalJOBS collects data for services funded by the following funding streams under the Title I 
WIOA applica�on: 

• Formula funds (e.g., Title I Adult, Dislocated Worker, and Youth)
• 15% Governor’s reserve funds (i.e., Statewide Adult, Statewide Dislocated Worker, and

Statewide Youth)
• Statewide Rapid Response Addi�onal Assistance
• Na�onal Dislocated Worker Grant
• Non-WIOA Special Grant
• Local Funded Grant

Title I recipients and subrecipients may choose to leverage resources and fund a single service 
with more than one funding stream. For example, a Local Area may fund a par�cipant’s 
occupa�onal skills training program with funds from the Title I Youth and Adult programs. 
Recipients and subrecipients of non-WIOA grants, should reach out to their Project Manager on 
the allowability of co-funding services. While more common with a training service, any service 
type can be co-funded. 

Duplicate ac�vity codes should not be entered into CalJOBS for the same service. Since CalJOBS 
does not allow mul�ple funding streams to be atached to one ac�vity code, the following 
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outlines how to document the ac�vity codes in CalJOBS to ensure the service is reported 
appropriately to the DOL (not duplicated or omited from a funding stream): 

1. If the individual is already a par�cipant (i.e., eligibility is completed and received a
par�cipant-level service) in each program’s funding stream that is co-funding the service:

a. Add the appropriate ac�vity code and associate it to any of the funding streams
funding the service.

i. If co-funding WIOA funds with a non-WIOA grant, the ac�vity code must
be associated to a WIOA funding stream.

b. Then, add ac�vity code 010 Tracking Co-funded Services and associate it to the
other funding stream funding the service.

i. If there are more than two funding streams co-funding the service, then
mul�ple ac�vity code 010s should be entered for each funding stream. A
case note must be added to indicate which ac�vity was co-funded by
which funding streams.

The following is an example: 
An individual has eligibility completed for the Adult program and received a 205 
Development of an IEP funded by Adult formula funds and a 203 Objec�ve Assessment 
funded by Adult Statewide 15% funds. 

The par�cipant is then enrolled in Occupa�onal Skills Training that is co-funded by both 
Adult formula and Adult Statewide 15% funds. Since the individual is already a 
par�cipant in both funding streams, ac�vity code 300 Occupa�onal Skills Training 
(Approved ETPL Provider) must be added and can be associated to either Adult formula 
or Adult Statewide 15% funding streams. 

In this instance, if the 300 Occupa�onal Skills Training (Approved ETPL Provider) ac�vity 
code is associated to Adult formula funds, then ac�vity code 010 Tracking Co-funded 
Services is added and must be associated to Adult Statewide 15% funds. 

2. If the individual does not already have a par�cipant-level service associated to each
funding stream that is co-funding the service, do the following:

a. Add the appropriate ac�vity code and associate it to the funding stream where
there is not a par�cipant-level service.

i. If co-funding WIOA funds with a non-WIOA grant, the ac�vity code must
be associated to a WIOA funding stream.

b. Then, add ac�vity code 010 Tracking Co-funded Services and associate it to the
other funding stream(s) funding the service.

i. If there are more than two funding streams co-funding the service, then
mul�ple ac�vity code 010s should be entered for each funding stream. A
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case note must be added to indicate which ac�vity was co-funded by 
which funding streams. 

The following is an example: 

An individual has eligibility completed for the Dislocated Worker program and received a 
205 Development of an IEP funded by Dislocated Worker formula funds. The par�cipant 
has also been determined eligible for a Statewide Rapid Response Addi�onal Assistance 
grant but has not received any services funded through that grant. 

The par�cipant is then enrolled in on-the-job training that is co-funded by both 
Dislocated Worker formula and Statewide Rapid Response Addi�onal Assistance grant 
funds. Since the individual is already a par�cipant in the Dislocated Worker formula 
funding stream, ac�vity code 301 On-the-Job Training must be added and associated to 
the Statewide Rapid Response Addi�onal Assistance grant. 

Then ac�vity code 010 Tracking Co-funded Services is added and must be associated to 
Dislocated Worker formula funds. 

3. If the individual is being provided a co-funded Suppor�ve Service, the individual must
already be a par�cipant (i.e., eligibility is completed and received a par�cipant-level
service) in each program’s funding stream that is co-funding the Suppor�ve Service:

a. Add the appropriate ac�vity code and associate it to any of the funding streams
funding the service.

i. If co-funding WIOA funds with a non-WIOA grant, the ac�vity code must
be associated to a WIOA funding stream.

b. Then add ac�vity code 010 Tracking Co-funded Services and associate it to the
other funding stream funding the service.

i. If there are more than two funding streams co-funding the service, then
mul�ple ac�vity code 010s should be entered for each funding stream. A
case note must be added to indicate which ac�vity was co-funded by
which funding streams.

The following is an example: 

An individual who has eligibility for the Youth program, received 412 Objec�ve 
Assessment, 413 Development of an IEP, and 428 Youth On-the-Job Training funded by 
the Youth program. The individual also has eligibility completed for the Adult program 
and received a 102 Ini�al Assessment funded by Adult formula funds. 

The par�cipant is provided a suppor�ve service for transporta�on assistance funded by 
both Adult and Youth formula funds. Since the individual already received a par�cipant 
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level service funded by both the Adult and Youth formula funds, the Suppor�ve Service 
ac�vity code must be added and can be associated to either Adult or Youth formula 
funding streams. 

In this instance, if the 181 Suppor�ve Service: Transporta�on Assistance ac�vity code is 
associated to Adult formula funds, then ac�vity code 010 Tracking Co-funded Services is 
added and must be associated to Youth formula funds. 

For further clarifica�on, or assistance with how a specific example should be documented, 
reach out to your MIS Administrator or Project Manager. 

If a Local Area uses Advanced Individual Fund Tracking (AIFT), they will s�ll need to follow the 
guidance above for how to enter a co-funded service. The Fund Stream will need to be set up so 
all Customer Groups can access the Fund Stream. In the ac�vity code’s Enrollment Budget tab, 
all applicable Fund Streams that are co-funding the service can be selected. For more 
informa�on on the use and func�onality on the AIFT module, please refer to the IFT User Guide 
on Staff Online Resources in CalJOBS. 

Entering CalJOBS Ac�vity Code Informa�on for Individuals 
The CalJOBS system captures ac�vity code informa�on that is required to be reported to meet 
state and/or federal requirements. CalJOBS ac�vity codes must be added directly to the 
individual’s program applica�on on the Case Management Profile – Programs tab to ensure the 
program applica�on is current, complete, and has the appropriate eligibility, services are 
appropriately documented, and to reduce duplica�on of services across funding streams. 
Ac�vity codes should not be added via the Ac�vity History/Service Plan. 

The following are descrip�ons and guidance for common fields when entering a CalJOBS ac�vity 
code. Not all fields apply to all programs or customer groups. 

General Ac�vity Code Informa�on 
• Customer Group – Customer groups are the programs and funding streams the

individual is eligible for. The customer group(s) that display for selec�on in the drop-
down menu are based on the eligibili�es completed and funding stream(s) selected in
the corresponding program applica�on.

• Ac�vity Code – An ac�vity code is the number and name represen�ng the service. The
ac�vity codes that display for selec�on align with the customer group selected. For a
complete list of ac�vity codes and their defini�ons, please see Atachment A.

• Service Provided (Virtual/Online) – Indicates how the service was provided (in person,
virtual, or a mix).

• Special Project – Indicates if the service is funded by a special project (e.g., Deaf and
Hard of Hearing or YEOP).
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Ac�vity Code Dates 
• Projected Begin Date/Scheduled Date – The planned start date for the service. This is

only required if the service is planned for a future date. Services with a Projected Begin
Date/Scheduled Date will extend the exit clock (if applicable). Ac�vity codes that have a
Projected Begin Date/Scheduled Date will system close 30 days a�er the Projected Begin
Date/Scheduled Date if no Actual Begin Date/Actual Service Date is entered.

• Actual Begin Date/Actual Service Date – The first date of the service. This is not required
if the service is planned for a future date. Services without an Actual Begin Date/Actual
Service Date are not reported to the DOL. For training or educa�on services, the Actual
Begin Date is considered the first day the par�cipant atends the training (either virtually
or in person) as described in the ITA or training contract. Training begin dates are not
based on training plan dates, case management phases, semester dates, training
voucher dates, suppor�ve service dates, etc.

• Projected End Date – The an�cipated last date of the service. Ac�vity codes that have a
Projected End Date will system close 30 days a�er the Projected End Date if no Actual
End Date is entered. The Actual End Date will reflect the Projected End Date. To ensure
data is reflected and reported accurately, staff should ensure that the ac�vity code is
closed appropriately.

• Actual End Date/Actual Service Date – The last date of the service. For training or
educa�on services, the Actual End Date is the last date the par�cipant atended any
service provided as part of the training program as described in the ITA or training
contract. Training end dates are not based on training plan dates, case management
phases, semester dates, training voucher dates, suppor�ve service dates, etc.

Service or Training Provider Informa�on 
• Provider – The service or training provider delivering the service. This field is required for

training and educa�on services. The informa�on for this field pulls from the training or
educa�on provider/program profile in the system.

• Service, Course or Contract – The name of the service or course (training program). This
field is required for training and educa�on services. The informa�on for this field pulls
from the training or educa�on provider/program profile in the system.

• Occupa�onal Training Code – The occupa�on code associated to the service or course
(training program). This field is required for training and educa�on services. The
informa�on for this field pulls from the training or educa�on provider/program profile in
the system. The occupa�on code should represent the par�cipant’s employment goal.

• Total Enrollment Cost – Total cost of training program, including books, tools, and other
costs. The informa�on for this field pulls from the training or educa�on
provider/program profile in the system. For WIOA Title I recipients and subrecipients, if
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the ITA or training contract price is different, the cost needs to be updated to reflect the 
price WIOA is paying to the provider. This informa�on is only required when the 
par�cipant atends a training or educa�on program. 

• Financial Aid – Federal or state educa�onal grant funds used to help a student pay for
educa�on. For training and educa�on services, the receipt of Pell Grant funds is required
to be reported. If an individual receives Pell Grant funds, the informa�on is required to
be entered into the Financial Aid sec�on of the CalJOBS ac�vity code or in the Public
Assistance sec�on of the program applica�on.

Ac�vity Code Comple�on Status 
• Comple�on Code – Indicates the outcomes of the service. The following are the op�ons

available:
o Successful Comple�on – Service was provided and completed successfully.
o Unsuccessful Comple�on – Service was provided but was not completed

successfully for reasons other than dropping out of the service.
o Unsuccessful Comple�on – Failed to Report – Service was scheduled but was not

provided due to the individual failing to report or atend the service. This op�on
is only available for Title III Wagner-Peyser services.

o Unsuccessful Comple�on – Dropped Out – Service was started but was not
completed successfully due to the par�cipant dropping out of the service.

o System Closed – Service closed by the system due to inac�vity. The service is
automa�cally closed when the comple�on status is not updated within 30 days
of the Projected End Date, or an Actual Begin Date is not entered within 30 days
of the Projected Begin Date. To ensure data is reflected and reported accurately,
staff should ensure that the ac�vity code is closed appropriately, which includes
verifying the Actual End Date, Comple�on Code, and school status on the last day
of service (for Youth only) is accurate.

o Void – The service was entered incorrectly and cannot be corrected via a Data
Change Request (DCR), the service was added to the wrong program applica�on,
or the service was not provided to the individual. Ac�vity codes that are voided
are not reported to the DOL and do not extend the exit clock. There should be a
minimal number of voided ac�vity codes. Please note that the ability to void an
ac�vity code is based on system privileges.

All services with an Actual Begin Date/Actual Service Date are used for state and/or federal 
repor�ng requirements unless the comple�on status is “Void”. 

System Closed Activities 



Activities that are not updated within 30 calendar days of the activity’s Projected Begin or End 
Date frame will automatically receive a "System Closed" status.  Once an activity is system-
closed, it cannot be updated directly by Subrecipients, or by the WIB MIS administrator.   

System-closed activities are included in performance calculations, highlighting the critical 
importance of maintaining data entry accuracy and timeliness. Therefore, Subrecipients must 
establish procedures to ensure records are updated within 30 calendar days of the activity's 
Projected Begin or End Date to prevent a "System Closed" completion status. 

If updates are needed for a system closed activity, Subrecipients must submit a request to the 
WIB to initiate a Data Change Request (DCR) with EDD. The request must include: 

1. A completed WIB DCR Spreadsheet Form (Attachment E)
• This form should clearly detail the necessary updates required for the activity

2. An explanation of the closure
• Include the reason for the system closure and outline the corrective measures

implemented to prevent future occurrences.

Requests must be submitted via email to both the WIB Deputy Director of Administration and 
the WIB MIS Administrator. 

DCR Review and Approval Process 

Upon receipt of request, the WIB Deputy Director and the WIB MIS Administrator will 
evaluate the overall impact of the proposed change. Each request will be reviewed on a case-
by-case basis, with approval contingent on the details provided. 

If the DCR is approved by the WIB Deputy Director, the WIB MIS Administrator will proceed 
with the necessary actions in accordance with the Data Change Request Form Procedure 
(WSD18-02). 

Entering Local Status Tracking for Individuals 

In addition to CalJOBS activity codes, Subrecipients must enter local status tracking codes for 
individuals on the General Profile—Activities tab for participants, as identified in statements 
of work for specific grants. The WIB uses local status tracking codes to monitor activities and 
outcomes that standard CalJOBS activity codes do not capture, which the grant requires. This 
process ensures that the WIB can gather detailed data necessary for reporting, compliance, 
and program evaluation. 

Services for Employers 
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In addi�on to serving individual job seekers, the workforce system provides various types of 
services to employers: employer informa�on and support services, workforce recruitment 
assistance, strategic planning/economic development, assistance with accessing untapped labor 
pools, training services (including Incumbent Worker Training), rapid response assistance, and 
layoff aversion ac�vi�es. 

Employer services are required to be reported to the DOL. Title III Wagner-Peyser, TAA, and 
JVSG staff are required to enter employer services into CalJOBS using employer ac�vity codes. 
Local Areas are required to track and report employer services to the EDD but are not required 
to u�lize CalJOBS. For addi�onal informa�on on the data requirements for employer services, 
please reference TUL 22-04 Performance Guidance or the most recent direc�ve. 

Resources 
To ensure the EDD reports accurate data to the DOL, each CalJOBS ac�vity code’s defini�on was 
closely reviewed to ensure the defini�on clearly reflects the intent behind the service provided 
and meets the requirements of the program(s). The number, name, and defini�on for each 
ac�vity code can be found in the CalJOBS Ac�vity Codes Dic�onary (Atachment A). The 
defini�ons provided apply to all funding streams. Ques�ons on service delivery or allowable 
types of services should be directed to the appropriate contact (i.e. Regional Advisor, Project 
Manager, Program Coordinator, etc.). 

In addi�on to defini�ons, the CalJOBS Ac�vity Codes Detailed Lis�ng – Individual (Atachment B) 
provides addi�onal informa�on about each ac�vity code. The following informa�on provides 
clarifica�on and direc�on for each of the items in Atachment B: 

• Program Affilia�on – These columns iden�fy, with an “x,” which program(s) can u�lize
each ac�vity code.

• Repor�ng Category – This column includes the repor�ng category for each ac�vity code.
Refer to the Service Types for Individuals sec�on of this direc�ve for more details on the
repor�ng categories.

• Restart the Exit Clock? – This column lists whether the ac�vity code restarts the 90-
calendar day exit clock.

• PIRL – This column lists all the PIRL data elements where the ac�vity code is reported.
• Dura�on (Days) – This column lists how far into the future the ac�vity code’s Projected

End Date can be set.
Most ac�vity codes have been set to a one-day dura�on. One example of this is 
ac�vity code 205 Development of an IEP. While an IEP is a living document that 
should be revisited throughout the par�cipant’s period of par�cipa�on, the 
development of an IEP is not an ongoing service. If the IEP needs to be revised or 
updated, an addi�onal ac�vity code 205 should be entered into CalJOBS at that 

https://www.tularewib.org/_files/ugd/58cba3_ae88729836c84882a6d6bad8568bf56c.pdf
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There are three comments to the draft version of this directive: 

Comment #1: Page 3 “...any other workforce or WIB grant utilizing CalJOBS are required to 
enter data via the CalJOBS system within a 20-day period from when the activity occurred or 
the 10th day of the following month, whichever occurs first”.   

Some WIB grants have performance due dates of the 5th of a following month, does the 
applicable statement of work supersede this directive for activity due dates? 

Response:  For WIOA Title I, NDWG, and any other workforce or WIB grant utilizing CalJOBS, if 
the specific statement of work explicitly outlines performance due dates earlier than the 
general 20-day entry requirement, staff must adhere to the stricter deadline requirements to 
ensure compliance with applicable procedures.  

Comment #2: Page 9 “To ensure training activity codes have an accurate Actual End Date, staff 
should check with the training provider each month to ensure participants are still in the 
training program. If not able to check monthly, staff must check at least quarterly”  

The local TUL 24-08 Directive states, “Attendance should be verified monthly by obtaining 
attendance records from the training provider and uploading them to the participant file” and 
the career coach must verify monthly attendance with the participant” on page 14.  
“Additionally, the career coach will conduct quarterly contacts with the training provider to 
confirm the participant’s continued enrollment in the training program.  

What are potential circumstances that would constitute “not able to check monthly” in this 
directive, and does this directive supersede the ITA directive which states to verify monthly 
attendance with participants, and quarterly with training provider? 

Response: 

No, this directive does not supersede WIB Directive TUL 24-08: Individual Training Accounts 
(ITAs) Policy and Procedures. TUL 24-08 outlines policies and procedures for ITAs, including case 
management guidelines, whereas the CalJOBS Activity Codes directive strictly pertains to data 
entry of activity codes in CalJOBS.  

This directive incorporates State guidance requiring monthly checks with training providers but 
allows for quarterly verification if monthly verification is not feasible. The ITA Directive, section 
11. Collect Attendance Records, referenced in Comment # 2, aligns with this approach by
providing an alternative method when monthly verification with the training provider is not
possible. The CalJOBS Activity Codes Directive applies specifically to attendance verification for
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data entry, including closing training activity codes and determining Actual End Dates, without 
overriding ITA case management requirements. 

Specific examples of circumstances preventing staff from being able to check monthly with 
training providers may vary case by case and will not be listed. 

Comment #3: Throughout the state directive WSD24-05, there are multiple references to the 
WIOA 15 Percent Governor’s Discretionary Fund. Is there a reason why the WIB’s directive 
excludes the WIOA 15 Percent Governor’s Discretionary Fund from the local policy directive? 
Does the WIB not intend to receive or actively use these funds? 

Response: The directive has been updated to include references to the WIOA 15 percent 
Governor’s Discretionary Fund. 

WIOA 15 Percent Governor’s Discretionary Funded programs, along with all WIB workforce 
grants utilizing CalJOBS, must adhere to the guidance outlined in this directive unless otherwise 
specified in the statement of work. The WIB generally refers to WIOA 15 Percent Governor’s 
Discretionary Funded programs as specialized grants or WIB-funded programs. 
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