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1) Search for participant using complete Social Security to verify current enrollment status in the

Quick Access box

• If participant has an active ADP application through another agency or program, you will need to

ask the enrolling agency to close out all the activities for that participant before enrolling

her/him into any of the LA:RISE Youth Academy Programs.

• Remember, participants may not be enrolled in any of the Youth Academy programs if they are

currently or previously enrolled in LA:RISE programs.

Once you have verified that participant is currently NOT enrolled with another agency, 

2) Click on Create an Individual
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3) Begin to input participant’s information.

Sample: Kobe Bryant.  last 4#’s of SS: 0824

4) The page will ask to create a login and a password

• CA4A program login suggestion: First 3 letters of participant’s first 
name and complete last name and last 2 numbers of SS#. SAMPLE 
Login: KobBryant24

• CA4A password suggestion: CA4A22-23 AND participant’s last 4 digits 
of their SS#. SAMPLE: CA4A22-23-0824

5) All required fields will need to be entered before moving on to the 
following steps.

Navigate towards Staff Profiles > Case Management> Profile > 

Programs 
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6) In the next step, you will need to select the appropriate LA:RISE Youth 
Academy Program.

7) Californians for All (CA4A); 18-30 yrs. 250 hours

a) ACA- (CA4A) LA:RISE Youth Academy 22-24 (Californians….) 
8) Proceed to complete participant contact info
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9) CA4A ADP Application has 26 questions

• Questions # 21-26 on CalJOBS sm ADP will remain OPEN in the system. 
These questions MUST be updated before closing all activities to capture 

accurate data.

• Please refer to screenshots on next page for complete list of questions.

11) Add the following Activity Codes when enrolling participant for the first time

Action/Service Activity 
Activity Title on 

CalJOBS sm 
CalJOBS sm 

Activity Code 
Recommended actions 

Program 
orientation/InnerSight 

Inventory (questionnaire) 

Orientation 
101 

You may close activity after entering 
appropriate service (same day) 

CalJOBS sm & HLA platform 
Enrollment 

Enrollment 321 

Keep activity OPEN until participant 
completes their hours. Include hours 
worked in case note BEFORE closing 

activity. 
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