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CaMS Home page 
 
Depending on your preference, 
the My Shortcuts will either be on 
the right or the left 
 

Register a Person 
-open a new or returning 
client 

My Service Provider 
-Aggregate Data(monthly Stats) 
-Service Provider Members 
-Home Page for Service Provider 
-Service Delivery Sites 
 

Register an Employer or Corporate Entity 
-Creating a Corporate Entity first then an 
Employer 

Pending 
Reviews  
-Follow-ups 
for each 
client exited 
 Reassign Cases and Reviews 

-when staff leaves, this is the section 
to assign clients to other Staff 

Search for a Case  
-find an individual in the system 

Search for 
an 
Application/
Referral 
-this is used 
to find 
applications 
from EOSS 

Search for a COJG Application  
-when an email notification is received, 
this is where to look for it 
 

Search for Corporate Entity or Employer 
-checking to see if Employer is in system 
and has a Corporate Identity attached 

Better Jobs Ontario Application Search 
 
Common Assessment Records 

Viewing your Bookmarks and Cases if the provider uses 
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Click on Register a Person on 
the Home page 
 
In Reference Number type SIN 
number 
Click on Search 
 
If in CaMS it will appear in the 
Search Results at the bottom 
 
 
 

First Process to see if client is registered 
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Second Process to see if client is registered 
 

If Client IS in the system, it will come up 
in Search Results as shown below 
Case Reference is # used for BJO 
applications 
Client Reference has their basic 
information (birth date etc) 

If Reference number (SIN) 
does not bring a result, check 
with First Name, Last Name, 
Birthdate to make sure it is 
not in the system 
Note: there were programs in 
the past that did not require 
a SIN Number to have them 
opened.  
This process will ensure that 
there are not 2 clients the 
same in the system 

If Search Result is 0, click 
on Continue to go to the 
next screen 
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All areas with a red *(asterisk) are 
required fields and must be 
completed 
Social Insurance Number is 
required although it does not have 
an asterisk 
Complete Client Self Identification 
if applicable 
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To populate the address, input the Postal Code 
with no spaces into the Postal Code Lookup 
and click Search 
Pick correct Postal Code from list 

It is not required to have a second address 
unless it is different from the primary 

 

Add phone number(s) 
and email address  
 
Click on Register 
when all fields 
required have been 
completed 
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Person Reference Number is taken from this 
page and written on the Participant 
Registration form page one in the Person 
Reference Field 
 
Click on this link to open the EO Home page 
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Click on client name and it will open 
the next dialog box. 

This is the EO Home Page  
 
Enter the Case Reference number 
on the participant form in the    
Case Reference field 
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This is the person Home Page 

Click on Background to access dialog box for Education and Employment 

 

When background is completed – exit out of Home 
Page by clicking on the X by the client’s name 
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Back on the EO Home Page 
 
Click on ellipses “…” and choose New 
Service Plan 
(note: this item is at the bottom of the 
dialog box that come up when ellipses 
is chosen) 
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Fill in all fields with information from the 
Participant form 
 Once all fields completed click on SAVE 
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The ES Service Plan is here 

Client Summary – click on New and 
this will bring up the dialog box for 
this 
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When Client Summary is complete, click on Plan Content 
to continue 
 

Click on the ellipses beside the Sub-Goal to open the 
dialog box – click on Add Plan Item to start the plan 
item dialog box 
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Click on the box beside each plan item required (from service 
plan form) 
Once you have all the items you want to use, click on Continue 
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Fill in all the indicated fields. This one happens to be a 
Custom Basic Plan Item 
 
When completed, click SAVE & CONTINUE 
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When all the plan items have been entered, click on the 
black arrow to open the sub-goal and click on the 
ellipses next to the item and enter an actual start date 
Once that has been completed click on the ellipses here 
and click on submit for approval 

This will trigger a dialog box that asked if 
you are sure you want to submit for approval  
Click yes 
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When the Approved has appeared on the screen 
Click on Plan Summary and click on New 

Click on Select to open the Plan Summary 
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Click on ellipses and choose Edit from the drop down box 
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Once this is 
completed the 
Status should say 
Active 


