
Entering a Work Study acƟvity in CalSAWS for WTW 25 Report 
In the context of a case: 

1) Enter an employment record in the Eligibility > Customer InformaƟon > Employment List Page 
by clicking the ‘Add’ buƩon. 

 
 

2) Complete mandatory page entries, including Category “Subsidized-Public” or “Subsidized- 
Private” and Type “Subsidized”. 



 
 

3) Click the ‘Save and Add AcƟvity’ buƩon, then complete the Customer AcƟvity Detail page, 
program type will be ‘Welfare to Work’. Note that the AcƟvity Detail Type and Category will 
both be ‘Employment’, regardless of the Category/Type from the Employment Detail page: 



 
 
Click ‘Save and Return’ 



 
 
 

4) Navigate to employment record that corresponds to the newly created acƟvity in the 
Employment Detail page and update employment type to ‘Work Study”. Click ‘Save and 
Return’. 
 



 
 
 
 

*Please note the Employment acƟvity Status needs to be updated from ‘Referred’ to 
‘AcƟve’ once the parƟcipant has begun parƟcipaƟng in order for the Work Study to count 
in the WTW 25 report. This logic applies to all acƟviƟes that must be counted in the WTW 
25 report. 

  



 


