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CAL-E-FORCE REFERENCE GUIDE: APPLYING FOR FUNDS 
SINGLE EMPLOYER 

 

 

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

 

 
 

 

2. Select the Apply For Funds 
button 
 
Note: If you are a Development 
Subcontractor, select Apply on 
behalf of Contractor 

 
If needing to authorize a 
subcontractor to apply on your 
behalf, please see Authorizing 
a Development Subcontractor 
guide 

 

 

 
 

https://etp.ca.gov/wp-content/uploads/sites/70/2021/09/Cal-E-ForceReferenceGuide%E2%80%93AuthorizingaDevelopmentSubcontractor_12.1.21.pdf
https://etp.ca.gov/wp-content/uploads/sites/70/2021/09/Cal-E-ForceReferenceGuide%E2%80%93AuthorizingaDevelopmentSubcontractor_12.1.21.pdf
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3. Read the Terms & 
Conditions and select 
whether you Accept or 
Decline them 
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4. Read each Self-Attestation 
and answer whether you 
Agree or Disagree with 
each one. Click Next to 
move to next page 
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5. Select the radio button for 
Single Employer and then 
select the Next button 

 

 

 
 

  
6. Select the Primary Contact 

and then click the Next 
button  

 
All contacts will be listed on 
the drop down to select 
from.  
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7. To add a contact that is not 
listed, select Primary 
Contact is not listed  

 
Input all required 
information indicated by the 
red asterisk and click the 
Next button  
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8. Fill in the required 

information (marked with a 

red asterisk) on the 

Application section 

 

Select the Next button 

when finished with this 

page 
 
*Email, Contact Name, and 
Company will auto-populate, 
verify accuracy before moving 
on, edit if necessary 
 
*Address may prepopulate. If 
blank, enter in address 
information 
 
*Phone Number & CEAN 
should be entered in as 
numbers only (no special 
characters) 
 
*Click on the “i’ in a circle 
symbol to view associated 
help text 
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9. Fill in the required 

information (marked with a 

red asterisk) for Company 

Information section 

 

Select the Next button 

when finished with this 

page 
 

*Conditional questions appear 
on this screen: Based off the 
answer selected, another 
required field may appear 
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10. Fill in the required 
information (marked with a 
red asterisk) for 
Subcontractor Information 
section  
 
Leave this page blank if not 
applicable.  
 
Select the Next button 
when finished with this 
page 
 
*Note: Conditional questions 

appear on this screen: Based 

off the answer selected, 

another required field may 

appear  

 

*If you are a development 

subcontractor applying on 

behalf of a contractor, your 

company name will pre-

populate in the Development 

Subcontractor field 
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11. Once a Development 

Subcontractor is inputted, 

the required fields will 

populate 

 

Fill in all required 

information (marked with a 

red asterisk) 

 
 

 

 
 

  

12. Complete the next section, 
if YES was selected, then 
the required fields will 
populate 
 

Fill in all required 

information marked with a 

red asterisk  
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13. Upload a copy of your 

subcontractor agreement, 

if available  
 

Note: Only .doc, .docx, or .pdf 

file types are accepted  

  

 

  
 

   
14. Once the upload is 

complete, a green check 
mark will appear.  
  
Click the Done button to 
complete the upload 

  

 

 
  

 

15. Complete the next section, 
if YES was selected, then 
the required fields will 
populate to Add Training 
Subcontractor  
 
Fill in all required 
information marked with a 
red asterisk 
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16. Click on Add Training 

Subcontractors and the 

New Training 

Subcontractor form will 

populate  
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17. Fill in all required 
information marked with a 
red asterisk  
  

Click the Submit button 

when finished with this 

page 

 

Note: If a Country other 

than United States of 

America or a state other 

than California was select, 

the Out-of-State 

Justification sections will 

appear  

  
Input the justification and 

then select the Submit 

button  
 

  

 

 



 
 

Page 13 of 39 
 

CAL-E-FORCE REFERENCE GUIDE: APPLYING FOR FUNDS 
SINGLE EMPLOYER 

  
 

18. All Training Subcontractors 
will now be listed 
  
Click the Next button when 
complete with the page 
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19. Select the acceptance 

criteria suitable to you on 

the PEO section 

If YES was selected, then 

the required fields will 

populate  

  

Fill in all required 

information marked with a 

red asterisk 

  

To upload a copy of the 

Upload Agreement, select 

the Upload Files Button 

  

Select the Next button 

when finished with this 

page  
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20. Fill out the required 

information (marked with a 

red asterisk) on the 

Turnover Information 

section 

  

Select the Next button 

when finished with this 

page 

   
*Note: If Turnover Rate is 

greater than 20%, 5 additional 

required fields will appear 

   
Instructions were cut down for 

the purpose of these training 

materials 
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21. Complete Affiliates & 

Locations section by 

clicking the Add Affiliate 

button to add a new 

affiliate company, if 

applicable  

  
*Note: Affiliates are required 

for every Affiliate that will be 

participating in the training 

   
*Must select the checkbox 

before being able to click on 

the Next button 
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22. Enter in the required 

information ((marked with 

a red asterisk) of the New 

Affiliate form 

  

Select the Submit button 

when complete  

 

Repeat for each affiliate 

needed to be added 
 

 

 
  

 

23. Click the Add Location 

button to add a new 

location, if applicable.  

  

Select the Next button 

when finished with this 

page 

  

*Note: Locations are required 

for every affiliate location and 

company location that will be 

participating in the training 
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24.  Enter in the required 

information (marked with a 

red asterisk) in the New 

Location Form. Select 

Submit when complete  

  
*Note: If adding an affiliate 

location, select the Location 

Type as Affiliate Location and 

enter in the Name of Affiliate 

in the related field 

  

Repeat steps for each 

location needed to be 

added 
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25. Verify you have added all 

applicable Affiliates and 

Locations and select the 

required checkbox 

  

Select the Next button 

when finished with this 

page 
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26. Fill in all required 

information marked with a 

red asterisk 

  

Select the Next button 

when finished with this 

page 
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27. The data in this section will 

be prepopulated based off 

the NAICS code entered on 

the previous screen. 

  

This provides helpful 

information regarding the 

NAICS priority status and 

Out of State Competition 

(OSC) Qualification. 

  

Confirm all data is correct 

and click the Next button 

or click the Previous button 

to make edits 
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28. Fill in all required 

information marked with a 

red asterisk in the Need for 

Training section 

  

Select the Next button 

when finished with this 

page 

  
*Note: Conditional questions 

appear on this screen. Based 

off the answer selected, 

additional required fields may 

appear 
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29. Fill in all required 

information marked with a 

red asterisk for the 

Commitment to Training 

section 

  

Select the Next button 

when finished with this 

page 
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30. Fill in all required 

information marked with a 

red asterisk for the Special 

Categories section 

  

Select the Next button 

when finished with this 

page 

  
*Note: Conditional questions 

appear on this screen. Based 

off the answer selected, 

additional required fields may 

appear 
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31. Fill in all required 

information marked with a 

red asterisk on the 

Occupations section 

Click the Add Occupation 

button to add occupations, 

if applicable  

  
*Note: Occupations are 

required for every Occupation 

that will be participating in the 

training 

Select the Next button 

when finished with this 

page 
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32. Enter in the required 

information of the New 

Occupation Form 

 

Select Submit when 

finished with this page  

 

Repeat steps for each 

occupation that needs to 

be added 

  
*Note: Min and Max Wage 

are hourly wages 
 

**Note: Conditional question 

appears on the screen. Based 

off the answer selected, 

additional required fields may 

appear 

*Not all questions appear in 

this screenshot, make sure to 

scroll to the bottom of the 

page before selecting Submit 
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33. Confirm you have added all 

occupations that will be 

participating in the contract 

by selecting the required 

checkbox 

 

 
  

 

34. Complete the remaining 

required fields (marked 

with a red asterisk)  

Occupations 

 
*Conditional question appears 

on this screen. Based off the 

answer selected, an additional 

justification field may appear 
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35. If one or more of the 

occupations have an 

associated union, select the 

Upload Files button to 

upload the required 

documents (Union Letter & 

Notice of Intent) 

  

Select the Next button 

when finished with this 

page 
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36. Fill in all required 

information marked with a 

red asterisk in the Training 

Plans section 

  

Click the Add Training Plan 

button to add a training 

plan, if applicable  
  

*If the count of Trainees from 

the ‘Occupation’ screen is not 

matching the ‘Training Plans’ 

screen, user should see the 

message in red and should not 

see the 'NEXT’ button until the 

correction has been made 

  

**If the count of Trainees from 

the ‘Occupation’ screen 

matches the ‘Training Plan’ 

screen, the text will be shown 

in green and user should be 

able to proceed to the next 

screen by selecting the ‘NEXT’ 

button. 

Select the Next button 

when finished with this 

page 

 

 

 
 

* 

 
** 
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37. Enter in the required 

information of the New 

Training Plan Form 

 

Select Submit when 

finished with this page  

 

Repeat steps for each 

training plan needed to be 

added 
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38. The table will auto calculate 

after each training plan is 

entered  

  

Confirm you have added all 

training plans and select 

the required checkbox 

   

Select the Next button 

when finished with this 

page 
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39. Fill out the required 

information (marked with a 

red asterisk) for Employer 

in Kind Information section 

  

Select the Next button 

when finished with this 

page 
 

 

 
  

 

40. Fill out the required 

information (marked with a 

red asterisk) on Other 

Resources section 

 

Select the Next button 

when finished with this 

page 
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41. Complete the Curriculum 

section and click the Add 

Curriculum button to add 

curriculum to the 

application 
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42. Enter in the required 

information of the New 

Curriculum Form 

  

Select Submit when 

finished with this page  

  

Repeat steps for each 

delivery method/training 

type needed to be added 

   
*Note: When entering in CBT 

Class titles, include the 

standard number of hours for 

each class in parenthesis next 

to the class title 
For Example: “CBT Class Title 1 

(1.5 Hours)” 
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43. The table will auto 

populate after each 

curriculum item is entered  

  

Additional Questions will 

appear below the 

curriculum table if CBT, 

Advanced Technology, or 

Productive Lab is chosen 

during curriculum entry. 

Answer all required fields 

(marked with a red asterisk)  

 

Select the Next button 

when finished with this 

page 
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44. The table will auto 

populate with the Training 

Types  

  

Confirm the Percentage 

allocation  

 

Select the Next button 

when finished with this 

page 
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45. Fill out the required 

information (marked with a 

red asterisk) in Electronic 

Training Documentation 

section 

  

Select the Next button 

when finished with this 

page 
  

*If the question “Do you plan 
to use electronic training 
documentation to document 
ETP training hours” is Yes, 15 
additional fields will appear on 
the screen below the initial 
question 
 
*A Sample Trainee Record is 
required to be uploaded if 
planning to use Electronic 
Training Documentation for 
ETP hours  
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46. A warning screen will 

appear 

 

To formally submit the 

application, clicking the 

Next button  
  

*To go back to previous 

answers to view or edit, click 

Previous  

  
*To exit and leave application 

In Draft status, exit the 

window 
 

 

 
 

 

47. Your application has been 
formally submitted and a 
reference number has been 
assigned 
  
It will be reviewed on a first 
in, first out basis 
  
Click the Finish button to 
exit 
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48. Once you select Finish, you 
will be taken to the 
Application page as 
displayed 

 

 

 
  

 

49. Scrolling down, you will be 
able to access a copy of 
your application in the 
Notes & Attachment 
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