CAL-E-FORCE REFERENCE GUIDE: MASS UPDATE TRAINEES

This guide is for mass updating already enrolled trainees. To enroll new trainees, refer to the Upload Trainees or Manually Enroll Trainees
Reference Guides

1. Atthe top of the landing
page, select the Contracts
button on the button bar

Welcome to Cal-E-Force

2. Click on the View hyperlink
for the contract for which CONTRACTS
you would like to update

trainees. The system will
take you to that contract/s Contracts
detail page All Contracts v #
2 items # Sorted by Contract Mumber # Filtered by All contracts = Updated a few seconds ago
Contract Nu... T~ | View Contr... » | Performanc... ~ | AccountName - | Status \.
1 Contract 1 View 3.55% Account 1 Contract Executed
2 Contract 2 View 0.57% Account 1 Contract Executed
3. Select the Upload Trainees

button on the button bar ENROLL UPLOAD ADD UPLOAD UPLOAD CET UPDATE ADD CBT CREATE
which is located at the top TRAINEES TRAINEES HOURS HOURS HOURS ROSTERS CLASS INVOICE
of the Contract Details ’
page.
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4. If you do not yet have a CSV

contalru.ng 'Fhe tralnee§ you Upload Teaeas
are editing in the required

format. select Click Here to Please Upload your CSV file here: | Choose File | No file chosen \ Upload Back

)

download the template and Note: Please use the standard template to upload Trainees data)Click Herelto download the template
Click Herefto download the Upload Codes.

upload codes

55N Employee ID Trainee First Name | Trainee Last Name Job Number Workpl Hire Date
5' On the Upload COdes Enter the 55N of the Trainee. Enter the Employee |D for the Trainee. This |Enter the First Name  |Enter the Last Name ofthe |Enter the Job Number of the Enter the workplace of Enter hire date of
document the instructions will be used as the Unigue Identifier for ofthe Trainee Trainee trainee. trainee. trainee.
4 Format: #77-F7-FR7H or ARRRRRARR the trainee in the system.
on hOW to fi” Out the Format: Text Format: Text Format: Whole numbers only Format: Whole numbers  |Format: Standard US
Aszystem-generated |0 will be provided if only. Date format:
template are |0Cated at the an employee id is not provided EX: If Job Number is 1, then enter MM/DD/YY
1. EX: If Location number is
tOp Of the template page. = |Format: Can contain both numbers and 1, then enter 1.
TEAT
. letters
Cal-E-Force also provides
. Muta:If Employes Dr begine uith leadi 1
the associated codes
. Gender Code Age Group Code Veteran Code Disabled Code
needed to fill out the Male M Less Than 25 1 Yes ¥ Yes ¥
. .. Female F 25-34 2 Mo M Mo M
template in the remaining Mon-binary M E-aa 3 Unknoun ] Unknoun ]
45-54 4
tables 55 64 5
55 & Older [
Ethnicil Code Education Code DOrii i Code Identi Code
*For exa mpl e, fOI‘ the A ge wibite 1 Eighth Grade or less 1 Decline to State 0 Decline to State 0
. Black 2 High School Grad 2 Leshian 1 Female 1
Gr oup col umn, If I was Hispanic 3 GED 3 Gay H Male H
. Mative &merican 4 Some Callege 4 Bisenual 3 Trans Male!Trans Man 3
enrO/IEd a tralnee WhO was Aszian 5 Caollege Grad 5 Clueer 4 Trans Female!Trans /| 4
Pacific lslander [ Paost College Grad [ HeterazerualiStraight] 5 Genderqueer!Gender 5
30 yearS Old I WOU/d en ter Filipinao T Siome High Schoal T Pansexual [ Mon-Binary [
. Other g Azenual 7 Mot Sure 7
“2” in that template column Cluestioning E Anather deriiy g
Mot Sure 3
Another Crientation 10
* Note: The Location Number Sew atBirth Code
can be found on the Entities = F
and Locations list view on the | | 1
Contract Detail Page

6. To help fill out the CSV, you

may export the Trainees by m REPORT
Contract report. Refer to Trainees by Contract

the Accessing Reports
Reference Guide
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7. |If using a PC, save the fileas PC USERS: MAC USERS:
a CSV (Comma delimited . {
flo. 1f ﬁsing 2 Mac, save a)s Save a5 type: [ ECINCE SR T File Formaj v Excel Workbook (.xIsx)
Comma Separated Values SV (Comma delimited) ¥ CSV UTF-8 (Comma delimited) (.csv)
(.csv) CSV (Macintosh) ./ Comma Separated Values (.csv)
: » Windows Comma Separated (.csv)
CSV (Ms-DOS) ¢ MS-DOS Comma Separated (.csv)

8. When your CSV is prepared,
click the Choose File button

and select your CSV. Upload Trainees \

Please Upload your CSV file here:)| Choose File | Ho file chosen Upload Back

Note: Please use the standard template to upload Trainees data. Click Here to download the template
Click Here to download the Upload Codes.

9. Click the Upload button.

Upload Trainees N\
Please Upload your CSV file here: | Choose File | No file chosen Upload | Back

the template

Note: Please use the standard template to upload Trainees data. Click Here
Click Here to download the Upload Codes.

10. The system will provide you For your reference here is a sample list of Trainee Records that are being uploaded
with a summary of the
upload file SSN EMPLOYEE ID TRAINEE FIRST NAME TRAINEE LAST NAME JOB NUMBER WORKPLACE HIRE DATE GENDER CODE
Vand
o _ 7807 Bethenny Frankel Retrainees - PO 571572010 F
This summary will only 4453 Dogs HQ
display the first 50 rows from . Vanderpump
the file selected it 7898 Luann de Lesseps Retrainees Dogs HO 5/16f/2019 F
- . ) Vanderpump
7899 Ramona Singer Retrainees 5/17/2019 F
*-1234 Dogs HQ
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11. Click the Upload Trainees
button to complete your
upload

For your reference here is a sample list of Trainee Records that are being uploaded

55N EMPLOYEE ID TRAINEE FIRST NAME TRAINEE LAST NAME JOB NUMEBER WORKPLACE CEAN WORKPLACE HIRE DATE WAGE AT

ke

*,_;??? TID-1844 alayna mollick Retrainee 123-1232 Office 1/1/2000
::;‘??6 TID-1845 amina nasufovic Retrainee 123-1232 Office 1/1/2000
::;??5 TID-1848 geri giron Retrainee 123-1232 Office 1/1/2000
::;‘??4 TID-1847 madison hummel Retrainee 123-1232 Office 1/1/2000
::;??3 TiD-1848 Jenny phang Retrainee 123-1232 Office 1/1/2000

When you are satisfied with the records above, click the Upload Trainees button to upload the trainee records.

Upload Trainees

12. You will receive a
confirmation message

Your upload is processing. You may navigate away from this page at any time. You will receive an email when the upload is finished, including

stating your upload is in a link o any errors.
progress. You can navigate
away from the page at any Ok

time. The file will process
the upload in the
background while you
continue to work.

*The processing time is
dependent on the file size.
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when the upload is
complete. If there are
any errors there will be

13. You will receive an email H noreply@salesforce.com on behalf of Contact9+ <kelsey.oehrke@etp.ca.govs Oehrke, Kelsey @ETP

Sandbox: Trainee Upload Success Email

alink to a report that * Non-ETP Email. Be cautious Clicking, Replying, Opening *
will present the errors
from the upload The upload job completed on 2019-07-18 23:42:54,
*This email will go to the Job Status : Completed
user who submitted the Total lob Items processed : 1

Mumber of Job ltems processed : 1
upload

Please click on this link for error messages: https://gcc01.safelinks.protection.outlook.com/?url=hitps%3A%2 F3%2Fuat-
pte.cs33.force.com¥%2Fs%2Freport®2 F00035000000ZVed EAG 2 Fview3 FivD% 308003 50000005 0AWALY &amp; data=02%7C01%
7Ckelsey.oehrke%40etp.ca.govi7 Cc33f594563a646603fef08d70bd9a84b%7CH08787d3f5f44629a77b6fed96953b1a%7C0%7C1%
7C636990901783071187&amp;sdata=xjuanySvipY1%2 FVIWKD2sDOF1IR[XgeV3QcktwsYoXI%3D&amp;reserved=0

14. Click on the link to view

Report: Contracts with Upload Transactions

the Trainees Upload e e e e & Add Chart G Export
Error Report

Total Records Filters -
*This report shows upload 0 I
errors for the present day Taday (On Nov 18, 2021)

automatically. To edit the
date, click on the funnel
icon to change the date
criteria

ape
equals Trainees Upload

Contract Number
contains "

=13
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