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How to Open the VOSGreeter Kiosk for Participants

This help sheet provides an overview of how to use the VOSGreeter Kiosk in

CalJOBS.

1. Go to Services for Workforce Staff > Manage Visitors > right-click Visitor
Kiosk and select “Open link in new tab”.

~ Manage Visitors

Office Check-Ins List
Office Assisting List

Office Check-Ins HV
Wisitor Kiosk

Right-click on “Visitor
Kiosk” to open the
Greeter kiosk in a new
tab.

Systemn Configuration %
Visitor Waiting List

Note: Opening the kiosk in a new tab

will prevent visitors from

hitting the “Back” button and accessing the CalJOBS user account used to open

the kiosk.

2. Select the LWDB/Region and Office
Location and under Visitor Kiosk,
select “VOSGreeter only”.

3. Finally, click the yellow “Set Office &
Options” button to open the Greeter
kiosk portal for visitors.

You must select an office to continue

Visitor Kiosk Setup
Caldobks
"LWDB/Region: None Selected
"Office Location:
“Visitor Kiosk: None Selected
Allow users to scan documents at this kiosk:
Utilize screen reader software at this kiosk:
Select other languages this office supports:
Set Office & Options m




Los Angeles County Workforce Development, Aging and Community Services 2021

4. On a desktop computer, press F11 to open the page to full screen, and the kiosk
is ready for use!

Welcome to LAO WDACS Admin Office

CaldoBbs”

Please check-in by entering your last name and last 4 digits of your Social
Security number and then pressing Continue.

Last Name

LAOACAMINS

Last 4 of SSN

Do

5. On both desktop and iPad, ensure that all other tabs on the browser are closed,
leaving only the Greeter kiosk tab open.
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How Participants Check-In using VOSGreeter

The following are instructions for visitors to check-in using the VOS Greeter kiosk.

1. Enter your Last Name and last 4 digits of your Social Security Number and
click the “Continue” button.

Please check-in by entering your last name
and last 4 digits of your Social Security
number and then press Continue.

Last Name
SMITH

Last 4 of SSN

cese

@ A visitor can click En Espanol
ontinue

/ to view any Spanish text
w that has been configured for

the kiosk.

2- If there iS a CaIJOBS accou nt that We believe we have matched your information to an existing registration. Please
matches’ you will be asked to Verify enter your date of birth in 2-digit month, 2-digit day, and 4-digit year format for
the match by entering your Date Of confirmation, then press Continue.

Birth. Date of Birth

mm/dd/yyyy

@D ©

3. If you do NOT have a CalJOBS account, you

will be asked to enter your First Name and Please enter your first name and press
click the “Continue” button. Continue
First Name
JOHN

D
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4' YOU WI” now see the CheCk-ln page‘ Hello Test Name and welcome to LAO City of LA - NESFV AJCC.
Select one or more reason(S) for your Select the reason(s) for your visit today and then press Check-in
visit and then click the “Continue”

button.

Business Services D First Time Registration

Job Search
Assistance/CallJOBS

If you select “| am here to see a
specific staff member”, you will have
the option of choosing which staff
member you are seeing.

| am here to see a
specific staff member

Qrientation Other or Unsure

Recruitment (Hiring
Event, Job Fair)

Re-Entry Services

Resource Room
(Computer, Printer,
Copier)

Unemployment Insurance
Assistance

O0000
0000

If you don’t see a visit reason that applies to you, 1 of 2
click the arrow button to access additional pages of
-» ©

visit reasons.

5. You will now be asked to

enter any additional Caldobs”

comments for the staff, if

you’d like. Otherwise, leave [i7you vioutd like to enter any comments for staff, please do so helow. Otfiervise, you can leave this field blank.
this blank. Click “Check-in” Comments (optional)

to continue.

Check-In

6. You are now checked-in and the appropriate staff is notified! The kiosk will
refresh with the first welcome page for the next visitor to access.
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How to Manage Visitors After They Sign-In

The following instructions explain how a staff member assists a visitor after they have
checked in using the VOSGreeter module.

1. After a visitor checks in through the VOSGreeter kiosk, an email and/or notification
is sent to the corresponding staff member. If the staff member is logged in to
CalJOBS, a pop-up notification showing the participant’'s name and reason(s) for
visiting will appear.

2. To assist the visitor, go to Services for Workforce Staff > Manage Visitors >
Office Check-Ins List.

+ Manage Visitors
Office Check-1ns List

Oiffice Assisting List
Office Check-Ins History
Visitor Kiosk

Systermn Configuration )
Visitor Waiting List
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3. Next, select your ‘Office Location’ and the list of checked-in visitors will appear.
If a participant is a registered CalJOBS user, click “Assist” under the Action tab
to assist that participant.

a. A pop-up message will be prompted; select “OK.”

b. You will automatically be directed to the participant’s CalJOBS profile and
the participant will be removed from your Check-In List queue.

Filters
+LWDB/Region: Los Angeles County WDACS
= Office Location: West Covina AJCC-Affiliate to Pomona Valley AJCC -
Manually Check-in a Visitor
Check-In List
Show Filter Criteria
Results View: Summary | Detailed
Click @ column title to sort, L 21
e e

Valdez Frances 3940 N/A  N/A 2020-03-06 @ 8:54AM / Assist | Left Office | Edit Reasons
142

minute(s) agoﬂ g

4. If a participant is NOT a registered CalJOBS user, selecting “Not Registered”
will display a pop-up, prompting you to create an account for the participant.

Padilla Maria 9351 N/A N/A 2020-03-06 @ 8:59AM Not Registered | Left Office | Edit Reasons
139 /
minute(s) ago ﬂ
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5. IMPORTANT: Be sure to assist participants that check-in. Otherwise, specify in
the Office Check-Ins List that the participant has left the office by clicking the
“Left Office” link.

How to Run VOSGreeter Reports

The following instructions explain how to run VOSGreeter reports.

1. To run a VOSGreeter report, navigate to the left [~ Reports
side of the screen and select Reports > Detailed My Reports

Reports. Summary Reports

Custom Reports

SOL Query Tools

Federal Reporis

Community College Reports

Live Data %

2. Inthe Attendance Reports section, click on “Greeter”.

Attendance Reports

Event Scheduler Greeter

Display Event Scheduler Reports / Display VOSGreeter ® Reports

Scan Card
Display Scan Card Reports

3. On the following screen, select one of the links based on the report you'd like to
run. To run a general list of visitors, select List.

Greeter: @
TAdvanced
List s by Hour
/ by Office * by Staff Assisted
e by Visit Reason * by Weekday

® State Reason Code Usage by Region/Office
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4. Similar to other CalJOBS reports, you'll have the option to select the Office
Location available to you, along with further filters like “Visit Reason,” “Assist
Status,” and “Date.”

Selection Criteria
Location

Region/LWDB @) active () Inactive () Al
Status:

None Selected
Region/LWDB: Los Angeles County WDACS

Office Status: @ Active O Inactive O Al

None Selected
Office Location: West Covina AJCC-Affiliate to Pormona Valley AJCC
Alhambra AJCC-Affiliate to East LA/ West San Gab

Visit Reason Status: @ active (O Inactive O all

Visit Reason: | Mone Selected e |

Assist Status: None Selected
-|

From: 02/29/2020 (MM/DD/YYYY)

If you’d like to see a complete list of
visitors, DO NOT select a filter under
‘Visit Reason’ or ‘Assist Status’.

| Last 7 Days

To: 03/06/2020 (MM/DDYYYY)

Reset Dates

5. Once you have selected the report parameters, click the “Run Report” button at
the bottom and the report will appear.

Checkin | Checkin | Day of Phone Assist | Assist | Assist Checkout | Checkout
Date Individual User D Number E-mail Office Visit Reason Status | Date Date e

Time Spent Wait Time.

=== If avisitor is registered in
- CalJOBS, you can click on their
User ID to access their case file.

|
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6. To download the report:

a. Clickonthe *~ icon drop-down.
b. Select from the file format options that appear.
c. The report will automatically download in the selected format.

M 4 Jokr b bl @« -

XML file with report data Greeters

CSV {comma delimited)  ia Los Angeles Cour
POE Cffice: LAO Comm
Start Da
Excel End Dat

Word =
- . 1 e —

ik
ik

oy

If you have any questions regarding the procedures on VOSGreeter Module in CalJOBS or
are having technical issues with the kiosk, please contact our CalJOBS Tech Support
Team using the CalJOBS Tech Support Portal.

10



https://forms.office.com/Pages/ResponsePage.aspx?id=SHJZBzjqG0WKvqY47dusgTRolJ8UZ2ZPkxZcVmwG1xxUOVRNS0U2UlRPVkdVUEdXNEdDSVJNVTA4Ti4u

