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1. From the homepage select the “Sign In” option on the top right which will allow 
you to register your organization. 

2. At the bottom of the “Sign In” in “Option 3” select the “Employer” option.



3. To begin the Employer Identification and Registration, an Employment 
Development Department (EDD) account number must be entered to confirm the 
organization.

If you operate a business and employ one or more employees, you must register 
as an employer with the Employment Development Department (EDD) when you 
pay wages in excess of $100 in a calendar quarter. If you are a household 
employer of one or more household workers, you must register with the EDD 
when you pay cash wages of $750 or more in a calendar quarter. To register with 
EDD:

4. Once the EDD Account number has been entered the following page will ask for 
the organizations information to complete the registration process in CalJOBS. 





When you select “Yes” for the Second Chance Employer designation an 
additional section will appear asking for permission to display for jobseekers. 



5. When the information has been filled out make sure to “Save” the information 
and from their two “Notice to Employers” will appear regarding nondiscrimination 
and hiring practices based on individual’s unemployment status and credit 
information. Once those have been read through an option will appear to add 
locations and contacts for the organization, or to go to the Dashboard that has 
been created. 

6. The dashboard will provide various options on Recruitment Services, 
Recruitment Plans, Employments Services, mail, and additional resources and 
assistance. 



To create a new job post, select the “Recruitment Plan” option to begin posting 
new jobs. Unless a job order (job post) is created searching individual candidates 
will not be allowed. Templates have been created to assist in creating the new 
posts. 




