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How to Create a Closure in CalJOBS

This help sheet provides a step by step guide on creating closures in CalJOBS. It also
includes information about when to create a closure and its effects.

It is important to note that a closure of a participant is NOT the same as an exit. When a
closure for a participant is completed, it will take 90 days for them to receive a soft exit
from the system.

All activities must be closed before a Closure can be created. It is also recommended
that the Individual Employment Plan and Objective Assessment Summary be closed
prior to creating a Closure, but the system does not require it.

Creating a Closure:

1. After accessing the participant’s case, expand the WIOA application by clicking
on the (+) located to the left of the application.

2. Then, scroll down and click the (+) that appears next to the closure tab. Finally
click on the “Create Closure” link.

* Before a closure can be created, all activities must be closed. A closure

CANNOT be created if an activity is still open.

If a participant already has a
closure, you can click on the
closure to edit/add
information.
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3. Enter the required information as indicated on the form.

a. General Information

Complete the General Information section by selecting an Office Location
and Agency Code. Los Angeles County requires that an Agency Code
must be entered, even though the system does not require it.

Enter “LAO” in the search box to get a list of LA
County agencies.

Then select your agency from the pop-up window list
that appears.

Click here to search
for your Agency
Code.
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b. Outcome Information

In this section, enter the participant’s school status at the time of the
closure and provide the necessary verification.

c. Employment Information

Indicate the participant’s employment status at the time of closure. If the
participant was placed in employment, select “Yes” and click the “Add
Employer” button to add the employer’s information.

4. After clicking the “Add Employer” button, an Add/Edit Employer pop-up page will
appear, with two subsections: Employer Information and Job Information.

Enter the first three letters of

the employer in the Employer

Name box and if the

employer is registered in

CalJOBS, possible matches

will appear.

Click on an existing employer

and corresponding fields will

auto-populate with the

existing employer’s data.

Search for and enter the

employer’s NAICS code, to

identify the sector of the

employer.
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Job Information - Complete the appropriate fields and click the Save button
at the bottom to add this employer’s information.

Click “Select Occupation” to
search for this job’s ONET
code.

If the ONET code entered here
matches the ONET code
entered in a training, the
participant will receive Training
Related Employment credit.

If the ONET codes match, the
system will automatically
populate “Yes” in the “Is this
considered Training Related
Employment?” field.
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5. Staff Information

Complete the Staff Information section with the current case manager’s
information. Case Notes should be added by clicking the “Add a new Case Note”
button. When finished with this section and all other sections, click the Save button
to finish creating the Closure.

6. You should now be able to find the closure within the Closure section of the
WIOA application, along with the Closure Date.

Before the system soft exits the participant in 90 days, you can click the Edit
Closure link to make any changes.

If a closure needs to be deleted for any reason before the 90 days have expired,
a data change request may be submitted to CalJOBS Tech Support to request
the Closure to be deleted.


