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Instructions for Sending a Referral
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IMPORTANT: Before you can send a referral, you must ensure the individual you are assisting has

a CalJOBS individual jobseeker account. If the individual does not have a CalJOBS account, direct

them to www.caljobs.ca.gov to register for an Individual account by first clicking on Sign In. Once

the individual has completed account registration, you may now proceed with the referral process.
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1. Sign into CalJOBS with your staff user account and click on Menu, located in 

the upper, left corner. 
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2. Under Services for Workforce Staff, select Manage Individuals.
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3. Select Assist an Individual.



4. Type in the First Name and Last Name of the individual you are referring, 

scroll down and click Search. Additional information may be entered (e.g. SSN

or Date of Birth) if the individual has a common name.
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5. Select Summary under Results View. There may be several names listed. Once

you have found the correct individual, click on the hyperlink below User Name.
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6. Expand the Staff Profiles folder by clicking on the “+” icon. Then expand 

General Profile and select Activities.

9



7. Scroll down and select Staff Referrals to Providers.
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8. Click on Add Referral. 

11



12

9. In the General information section, complete the required information noted by red 

asterisks. Under Office Location of Referral, One-Stop Partners must select *OC Partner 

Office* and WIOA Title I Service Providers must select their corresponding office location 

utilized in CalJOBS. Scroll down to the next section once completed. 



10. In the Type of Referral section, complete the required information noted by red asterisks. 

It is recommended to keep Reason for Referral simple for reporting purposes and add as 

much detail as possible under Additional Information Regarding Referral to assist receiving 

provider staff. Scroll down to the next section once completed. 
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11. In the Provider Information section, click on the Search for Provider hyperlink. 

Type in the provider’s name and click Submit. 
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12. Select the correct Provider Name. Once selected, their information will auto

populate. If the provider has not been registered in CalJOBS, the required

information may be manually input.

15



13. Verify that all required fields are complete and input any missing information 

manually. Next, complete the Contact information.
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14. Click on the dropdown under Contact and select the individual you would like to send 

the referral to. Once selected, their information will auto populate. If a contact person is not 

provided, you may manually input the required information. 

VERY IMPORTANT! – Contact Email is not a required field; however, this information must 

be entered to ensure the referral is received. 
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15. Once all required fields have been completed, select Save. If you would like to 

keep a hard copy of the referral for your records, you may select Save & Print.
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16. If you need to make any changes after submission, click on the Edit hyperlink. Changes 

made must be communicated with the receiving provider as CalJOBS only generates the 

initial referral email. The Edit hyperlink may also be used to locate the receiving provider’s 

contact information to confirm receipt of the referral and request the status of the referral if 

contact is not received within five (5) business days. 
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Instructions for Receiving a Referral
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IMPORTANT: Check your email periodically as CalJOBS will send a system-generated email when a

referral has been submitted to you. This email will show the Staff Referring and their Contact Information.

In addition, the Name of individual being referred, Reason for Referral, and Additional Information

Regarding Referral. Contact must be made with the individual within 48 hours or two (2) business days. A

courtesy email must be sent to referring staff confirming receipt of referral and status of referral. The

Referral Result must be updated in CalJOBS within five (5) business days of the referral being received.
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1. Sign into CalJOBS with your staff user account and click on Menu, located in 

the upper, left corner. 
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2. Under Services for Workforce Staff, select Manage Individuals.



24

3. Select Assist an Individual.



4. Type in First Name and Last Name of the individual being referred, scroll down

and click Search.

25



5. Select Summary under Results View. There may be several names listed. Once

you have found the correct individual, click on the hyperlink below User Name.
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6. Expand the Staff Profiles folder by clicking on the “+” icon. Then expand 

General Profile and select Activities.
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7. Scroll down and select Staff Referrals to Providers.
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8. Locate the appropriate referral based on the Provider, Date, and Status (Open). 

Under Action, click on Edit. 
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9. Scroll to the last section titled Referral Result and complete the appropriate 

information. Select Save or Save & Print.
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10. The Status of the referral will update to Completed after the Referral Result 

has been entered and saved. 



THANK YOU
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How to Run Staff Referrals 

Reports in CalJOBS



1. Sign into CalJOBS with your staff user account and click on Menu, located in 

the upper, left corner. 
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2. Under the Reports section, select Detailed Reports. 
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3. Under the Case Management Reports section, select Staff Referrals. 
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4. Select the appropriate report type based on your needs. 
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This report displays summary 

information entered into Staff 

Referral to Providers.

This report displays referral 

information organized by type of 

referral.

This report displays referral 

information organized by the staff 

member who created the referral.

This report displays referral 

information organized by the 

provider of the referral.



5. Completing office location and provider information is optional, update the Date 

Range information accordingly and select Run Report. 
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6. The report will generate associated referrals based on the criteria selected. The report can

be opened and saved as XML, CSV, PDF, Excel, or Text File by selecting the Save (floppy

disk) icon. The report can also be printed by selecting the Print icon.
*Example shown is the Staff Referrals Report – List with a 30 day date range and a specific provider selected.
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THANK YOU




