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Step 4. Upload Completed documents !‘éﬁé‘c‘é

o GEORGIA
to the Work Source Georgia Portal

» Step 1.Completed Applications Only

Upload documents to: worksourcegaportal.com

Completed Documents Gathered Documents

Citizenship and Employment Eligibility
AGE
Social Security Number
Residency
Selective Service (Males Only)
Dislocated Worker Status or
Proof of Low-Income Status

Completed Eligibility Checklist
Signed WIOA Eligibility Application
Signed Grievance and Complaint Policy
Georgia WorkSorce Portal Registration

Reach out to your local career resource center to
let us know your application is completel




ttttttttttt

How to Upload Documents: WYQRK
° GEORGIA
Com PU ter / Device o= e e Syt

» Step 2: Log into the WorkSource Georgia Portal
using your unique Username and Password.

https://www.worksourceqgaportal.com/

WORK Input Username
SOURCE and Password
GEORGIA s and click
Fgrgote%z:rgeameelﬁassworw “Si gn In”

Career Services
Career Tips
Career Explorer
Career Informer
Job Market Explorer

Business Services

iders and Schools
Training and Education Programs
Education Program Completers
Online Learning Resources



https://www.worksourcegaportal.com/

How to Upload Documents:
Computer/Device

»

Information

WORK
SOURCE  Viewysu

kae( Mylndmd Ierspa AIva k
5 page introdus

X es and offers suggestions. Select from the items below to start customizing the
GEORGIA content that interests you e
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Step 3. Access your Personal Profile and Contact

POVPTROREY o Wa Can el You  Dieectory of Semvices My Ssources

L

Explore Other Services Available
We have ot ested in given your backgrou

hat you may be in

tea

Step 3. Click the link
that states “View
Your Personal Profile
and Contact
Information”.

=) Career Services ol X < G nity Services Al its 3
Lareet Explorer Sorvh
Learn what career or type of job best suits you More Financial Sarvices (%) Brog
i X g Select this option to explore information about the varous
[ Glcerigfome COMMUNILY Services an d benefit programs that are currently

Slide 3 )




How to Upload Documents:

Computer/Device

¥ Step 4: Select the Documents Tab

WORK This page is used to review your general contact information.
SOURCE If you make changes, click the Save button at the bottom of this page.
GEORGIA

[ Individual Portfolic |

[7) My Individual Profiles [7) My Individual Plans

General Information Background Aclivities

+ Indicates required fields.

Login Information

o
7

=

=

Documents

H For help click the information icon.

Login Name: ALVIN.BANKS Change User Name
Password: Change password
Security Question: | What is your mather's maiden name? A

Response:

Special characters are not allowed.

E-mail Address

Metro Atlanta

WORK
SOURCE

GEORGIA

Connecting Talent with Opportunity
4
Aproud partner of the AmericanjobCenter network

Step 4.
Click the link
that states
“Documents’.
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» Step 5: Decide to Upload a Document from
Device or to Scan a Document

il WORK  This tab cantains infarmation on documents you have scanned and stared for use in applications done by staff.
e SOURCE

GEORGIA

| Indlidual Poraliz |

{y ’
20z IFInmg ¥
m Feme Inatin Rarkreind

+ shew Filter Cptions (shaving al recards)

Uphoadund amnd suammed documents wilh sraess in e dosamenl nzire ey be irconpa et sooe biowses et wl| b pepland il _ whern sing Uine ddeumient in our systern

My Dashboard

Step 5. If you
want to
upload o
document,
click “Upload
a document”




How to Upload Documents:
Computer/Device

» Step 6: Document Description

WORK
SOURCE

GEORGIA

Please follow the instructions listed below to add a document into the system.

= Indicates required fields,

Document Information

Fuduralizan Gerais s Daocursarit
Description:

e Selunled

hrjerey dweed | etter

Mlien Registration Card

Blimgey agreement
Appication/s)

Atz Reords

Fank statzents (diree depasit]

Attach Docun

Bapiismal Record

Bilth Ceet ficate
Location: |: Businzss Financial Reczrds
Cerlliuation Furms
Crurt dorumentation
Cancel
O 214

Death Cortifcaty

Sizapartad File Fromat

| Decree of court

Drnial Let
A Return to Previous Page
[ G T

Metro Atlanta

WORK
SOURCE

GEORGIA

ctin gT alent with Opportunity
vIth
roud p: of the AmericanJobCenter network

“ For help dice the infarmation iczn.

Step 6: Use the
document
description box
to label the

document.

For example, if you are
submitting your drivers
license to show proof of
age and residency you
would select the drivers
license to this list.

For the following
documents:

+ Eligibility Checklist
« Grievance Policy

For the Document Description
Select:

Requested Information

slide 6 ¥
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How to Upload Documents: YORK

o GEORGIA
C o m p U Ille r/ D e V I C e At Ao ter memet
Step 7:
) Step 7. Document qu In the “Document Tag”
box you need to type in
/ the:
- Name of the document
Document Information // _first initial last initial.
Document T /, For example, if John Doe
Description: was submitting a social
/ security card, you would
‘Document Tags: ! tag it:
Keywords that will
be indexed with SocialSecurityCard_JD
this attachment. (D)

User Accessible: (O Yes @ No

Date Received: i)

If left blank, today's date will be used.
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» Sstep 8: Attach Your Document

+ Indicatos roquired ficks

it s
Document Information
cas b

Attach Document

‘ Choose File Mo file chosen |

Location:

M

WORK
SOURCE

GEORGIA

ecting Talent with Opportunity
the AmericanjobCenter network

Step 8: Click the
“Choose File” and
locate that
document on your

computer or device.
Once you have found the
document select “Open’” to
upload the file.

G Open
<« v 4 s ThisPC

Organize =

23 Dropbox ™ Folders (7)

@ OneDrive - Georgia Department of Econor

eDrive - Technical College System of G 1 3D Objects
a Steven Wilson -
[ This PC Deskeop

4, Document ts

1 Libraries
|:_' Network
Qels 3.0
2018 Q4 Quarterly 9173

Local Samples

D

LVaR ] Search This PC

File name:

w
TSN | [AuFies e v
-

Open Cancel
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Com puU te r/ Device et et ey

r network

have added the
v 1 s it et ; EA—— documenT
... S description and
""""" “ — located that
= document on your
: computer you will
Atach Documen click save.

@ You will need to repeat
these steps until all
documents needed for

eligibility are submitted.

¥ Step 8: Save & Repeat Step 9. Once you

= wm Mrone @ Db (B3

mmmmmm

Once you have uploaded all documents, please reach
out to your local career resource center to let us know
you have completed your application.




