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Contractors are required to Add a Workplace prior to enrolling trainees. Reference material for Adding a Workplace can be located on the Cal-E-

Force general information page 

 

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

 

 
 

 

2. Click on the View hyperlink 
for the contract you would 
like to upload trainees. The 
system will take you to that 
contract’s detail page 

 

 

 
 

 

3. Select the Upload Trainees 
button on the button bar, 
which is located at the top of 
the Contract Details page 
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4. This will take you to the 
upload page. Select both 
Click Here hyperlinks to 
download the Template and 
the Upload Codes 
  

 

 
 

 

5. On the Upload Codes 
document, the instructions 
on how to fill out the 
template are located at the 
top of the template page. 
Cal-E-Force also provides the 
associated codes needed to 
fill out the template in the 
remaining tables 
 

*For example, for the Age 
Group column, if I was 
enrolled a trainee who was 
30 years old I would enter “2” 
in that template column 
 
* Note: The Location Number 
can be found on the Entities and 
Locations list view on the 
Contract Detail Page 
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6. The fields required on the 
standard template are 
outline in red here. Those 
that are not may be left 
blank (Employee ID, 
Preferred Name, Orientation, 
Identity, and Sex at Birth). 
 
* If  enrolling trainees into a 
New Hire job number, the Hire 
Date & Wage at Enrollment 
fields may be left blank 
 
*Wage at Enrollment is hourly 

wages 
 

*The Employee ID is used as the 
Unique ID for the trainee (Do 
not use any special characters 
or spaces). This will be a 
required field in all other upload 
processes. If an employee id is 
not given at time of enrollment, 
the system will provide one for 
the trainee 
 
*The last 4 optional data fields 
are collected, but not required, 
per State of California 
regulations 

 

 

 

 

7. If using a PC, save the file as 
a CSV (Comma delimited) 
file. If using a Mac, save as 
Comma Separated Values 
(.csv) 

 

 

PC USERS:                                                                              MAC USERS: 
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8. Once you have saved your 
file, select the Choose File 
button on the upload page to 
select the file you saved to 
your computer 

 

 

 
 

 

9. Click the Upload button. 
 

 

 
 

 

10. The system will provide you 
with a summary of the 
upload file  
 
*This summary will only display 
the first 50 rows from the file 
selected 
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11. Click the Upload Trainees 
button to submit your 
upload 

 

 
 

 

12. You will receive a 
confirmation message 
stating your upload is in 
progress. You can 
navigate away from the 
page at any 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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13. You will receive an email 
when the upload is 
complete. If there are any 
errors there will be a link 
to a report that will 
present the errors from 
the upload 
 
*This email will go to the 
user who submitted the 
upload 

 

 

 
 

 

14. Click on the link to view 
the Trainees Upload Error 
Report 
 
*This report shows upload 
errors for the present day 
automatically. To edit the 
date, click on the funnel icon 
to change the date criteria 
 
 

 

 

 
 

 


