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Create an Individual 

Step 1- 

When using Career Connect, it is always a good idea to first search the system to see if an “Individual” already exists. In order to search, type 

identifying information in the boxes under “General Criteria”.  You may use more than one box to search (i.e. first name and last 4 of SSN etc.) If an 

individual already exists in Career Connect, skip all steps for Creating an Individual, but do complete the “Consent Procedure”.  If the individual does 

not have an existing account go to Step 2. 
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Step 2- 

To begin the create an individual locate “manage individuals’ on the side bar and then click the option to “create an indiviual”.   

 

STEP 3 

Select “Comprehensive Registration” 
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Beginning with the login information section, proceed through the screens answering all red asterisked questions until you reach the bottom of the 

page.  Then click next.  If any answers are incomplete or have not been answered an error message will appear identifying what needs to corrected.  

Before you can move forward, all errors must be corrected.  When creating a “username”, please use this formula. You do not need to change the 

Password.  

FIRST LETTER OF FIRST NAME+ ENTIRE LAST NAME+ LAST 4 OF SSN…so the James Jenkins XXX-XX-4566= JJENKINS4566.
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STEP 4  

After there will be a series of 8 screens requesting customer info and everything requested is on the ConWorks application. 

Screen #1 is the name 

 

Screen #2 is Residential address- For mailing address please check “Residential Address” box 

  

*After you enter the system will tell you if Address has been standardized, which means it is written the 

way the post office would write it.  It is ok if the Address has not been standardized. 

 

 

 

 

 

 

 

 

Screen #3- Phone Number 
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Screen #4- Notifications and Site Access- Site it always “other” 

 

 

 

Screen #5- Citizenship and Disability Status 
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Screen #6 – Education Level 

 

 

 

 

 

Screen # 7- Employment- Note: Type of Business Worked in- Select “other” if unknown…Enter Union information here if applicable.  Enter 

Unemployment Eligibility status.  Farmworker question will always be “No”.   
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Screen #8- Job Title and Occupation Info- Type in the desired job title and then select the closest description from the drop-down list 

 

 

Screen #9- Ethnicity 
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Screen # 10- Military Service- Answer “No” to the first two questions and find the third answer on the ConstructionWorks Application 
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Screen #11- Public Assistance 

 

 

After completing all the questions for this section, click “Finish”.    
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After you register an individual we must collect and record customer consent.  You will be provided with paper 

consent forms for customers to sign, you should keep these on file.   
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 Troubleshooting 

For Password Resets, Technical Difficulties and Questions please submit a Help Desk ticket to The Career Connect Helpdesk-

helpdesk@workforceboard.org. 

Also for additional tools and assistance visit- https://workforceboard.zendesk.com/hc/en-us  
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