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Logging in to VJL for the First Time (Staff) 
 

You should have received an email from LABOR – VJL with the subject line 
containing “New VJL Account - what to expect and actions you must take today”. 

 Please follow the instructions in that email to complete your setup by 
confirming your email and creating a password. 

 If you were unable to complete your setup on the day the email was sent 
to you, contact your support desk as they will need to reactivate your 
account before you can complete the instructions. 

 
If you forget your password and you’ve been in the system within the last 30 days, 
you can self-serve to change your password. Contact your support desk if it has been 
more than 30 calendar days since you logged in. 
 

 
 
Enter your username on the next screen and click submit.   
Next, click on the Email tile. 
 

 
 
Go to your email and click on the link to set your password. 
 
Upon your first log in, you’ll be prompted to review the IT Agreement page. Enter 
your username and password, click accept.  There’s no need to print this out. 
 
Read the Data Confidentiality Notice, click Continue. 
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You are now directed to your home page. 
 
To finish setting up your account, click on the My Profile link: 
 

 
 
This is where you can change your password at any time in the future.  Note: VJL 
requires a password reset every 90 days. 
 
 

 
 
Update your name if necessary. 
 
Do not change the Company Name and Job Title – these are specific to the role you 
fill for the ICAN/RU teams and are designed to support their reporting needs. 
 
Review your address book information.  To add or edit any info, click on the Edit 
button. 
 
If you have a cell phone and want to list that in the phone section, you will be able to 
reset your password via text message. You must check the box below and then click 
Save Phone. 
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Important additional notes: 

1.  For security purposes, VJL staff roles are disabled after 30 days with no 
successful log ins.   

 
2.  Reminder:  passwords must be reset every 90 days. 
 
 
If your account is disabled due to inactivity, send an email to 
AHS.DCFESDICAN@vermont.gov (for all ICAN partners except Reach Up) or 
AHS.DCFESDICANRU@vermont.gov (for Reach Up staff only) to request your 
account be reactivated. 
 

VJL Jobseeker Search and Account Set Up 
 
To see if a client already has a VJL account, select the Job Seeker Search link located 
on the left-hand side of the screen: 
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There are a couple of ways to search for individuals. You can search for someone by 
entering the last 4 of their SSN, by last and first name, by phone number, and by 
Participant ID number. 
 

 
 

What is a Participant ID number? 
 
 
The Participant ID (or Part ID) number is the unique ID number assigned to this 
person automatically by VJL when the person created their account.  The Part ID is 
the preferred method when referencing a specific account in VJL, as many 
people share the same first and last name.  Best practice to protect personally 
identifiable information is never to use full or partial SSNs in any email 
communication to identify a participant. 
 
The search results will be displayed in a new screen.  If there is more than one 
result, you’ll need to identify the right person.    
 

 
To go to the individuals’ record in VJL click on the hyperlink for the person’s name. 
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What happens when you can’t locate the person in VJL? 
 
Occassionally you may come across someone who does not yet have a VJL account. 
You’ll know this when the Job Seeker Search produces no results. 
 

 
 
Your next steps in this case are: 
 
1.  Instruct the individual to create his/her VJL account on their own by going to 
https://www.vermontjoblink.com.  Click on the Job Seeker link - 
 

 
 
 
And then the yellow button under Need an Account?  
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NOTE: this is the preferred method.  The individual will be creating their own 
username and password and answering the demographic questions themselves.  
They will also be reviewing the Privacy Policy and other important statements that 
users need to be aware of and accept as a condition of registering with VJL. He/she 
will be prompted to enter their username and password - this is their electronic 
acknowledgement of the terms and conditions. 
 
2. Assist the job seeker with creating his/her own VJL account, using the same steps 
above.  At the end of the account set up process, the individual should enter their 
username and password themselves to accept the terms and conditions. 
 
3. As a last option - if the individual is not able to create an account for themselves, 
the ICAN counselor must take these actions: 

 The counselor and/or individual must fill out the paper VJL Registration 
Information form with the individual present. 

 Both the counselor and the individual must sign and date the bottom of the 
paper registration. 

 Both the counselor and the individual must sign and date the Terms and 
Conditions form for VJL account set up. 

 Both sets of paper forms must be kept in a secured file/location at the ICAN 
counselor’s office and available for any future monitoring visits and/or 
audits. 

Once the paper documents have been completed and signed, the ICAN counselor 
may then create a Staff-Assisted VJL account for the individual. 
 

Steps to create a Staff-Assisted Account 
 

 Do a Job Seeker Search as indicated in the instructions above.   
 If no results are found, click on the Add Job Seeker link. 
 You are then taken to the following page.  Insert the information provided by 

the individual on the paper forms.   
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Please note that there are triggers within demographics for an individual in VJL to 
be marked as “Eligible” (see Creating an ICAN enrollment for more info). 
 
After the account has been set up, the individual will now be in the system with an 
auto-generated Participant ID number. 
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ICAN Enrollments and Eligibility 
 
ENROLLMENT NAME CHANGES AS OF OCTOBER 1, 2025 
 
As of October 1, 2025, the following enrollment name changes will be in Vermont 
JobLink: 

ABAWD – is now Time Limited 

Non ABAWD – is now Non Time Limited 

ReachUp-3SQVT – has not changed. 

When it is appropriate to create an ICAN enrollment for an individual you are 
working with, there are some steps that need to be taken first. 
 
ICAN ELIGIBILITY TRIGGERS IN DEMOGRAPHICS 
 
FIRST: The individual’s demographics must be updated in the Demographics 
Information section on the Case Details page as of the date you reviewed eligibility 
with the individual.   
 
SECOND: ICAN eligibility has been set up in VJL where specific questions must be 
answered in a specific way for staff to be able to create a new ICAN enrollment. 
 
From the Case Details page, click on the link for Demographic Information. 
 

 
 
Set the Eligibility Date to the correct date.  This date field can be back dated up to, 
but no more than 45 days in the past. 
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Next, review all demographics and update as necessary.  ICAN eligibility triggers 
will be in two sections within demographics. 
 

Time Limited and Non Time Limited Eligibility Triggers 
 
In the Low-Income Information section: 
 
The following two questions must be answered in the following manner for Time 
Limited or Non Time Limited participants: 
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In the Public Assistance Information section: 
 

 

 

ReachUp-3SQVT Eligibility Triggers 
 
In the Low-Income Information section: 

 

 

The food stamps and TANF questions must be set to Yes.  Click the Edit button to 
change those answers if necessary. 
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In the Public Assistance Information section: 
 

 
 
These TANF and food stamp questions must also be set to Yes.  In addition, the 
question regarding how many months have you received TANF assistance must be 
set to ‘1’ or more. 
 

 

Creating an ICAN Enrollment 
 
Now that the eligibility triggers have been set, the programs for which the individual 
should be eligible for will show in the Eligibility section on the Case Details page. 
 

 
 
There will also be an Enroll button in the ICAN Program Registration field on the 
Case Details page: 
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ENROLLMENT CREATION INFO FOR TIME LIMITED AND NON TIME LIMITED 
ENROLLMENTS ONLY 
 
Before creating the ICAN enrollment in VJL, you must know which program the 
individual should be enrolled in.  
 
How will you know which enrollment you should create? 
 
Time limited or Non TIME LIMITED status is determined by ESD. 
 
On the individual’s Case Details page in VJL, scroll down until you see the heading 
for Time limited & Non TIME LIMITED.  If the individual’s SSN and DOB in VJL 
matches the info in ACCESS (ESD’s eligibility platform), this information below will 
be updated every Wednesday morning in VJL: 
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As you can see, this individual is showing as a Non Time Limited eligible ICAN 
participant. 
 
If the person’s SSN and/or DOB in VJL do not match the info in ACCESS, you will see 
this message:  
 

 
 
In this case, you will need to contact ESD to get the person’s correct status. Send an 
email to: AHS.DCFESDICAN@vermont.gov. 
 
Otherwise, if you have any questions or are uncertain as to which ICAN enrollment 
you should be creating in VJL, please email AHS.DCFESDICAN@vermont.gov prior 
to creating a new enrollment. 
 
Proceed to Creating the Enrollment for Time Limited, Non Time Limited or 
ReachUp-3SQVT 
 
On the Case Details page, click the Enroll button next to the ICAN Program: 
 

 
 
 
The first screen will be to accept or change the Enrollment Start Date.  
 
If you need to back date the Enrollment Start date, you can do so here on the next 
page: 
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Note: The Eligibility Date must be on or before the Enrollment Start date.  If you get an 
error message on this page, it is likely due to a mismatch between the Eligibility and 
Enrollment dates.  
 

 
 
The fix is to return to the demographics section on the Case Details page and change 
the Eligibility Date. 
 
 
On the next page, Equal Opportunity Agreement, click Agree at the bottom. 
 
The following next page will display the demographic information copied from the 
Case Details page.   
 
Review the information.  If anything needs to be changed, you can do so by clicking 
the Edit Information button at the bottom of the screen.   
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If everything is accurate, check the first box “Documentation was provided by the 
participant….”.  Then click Submit. 
 
Once the enrollment has been created, the enrollment is automatically approved, 
and you are assigned as the Primary Case Manager. 
 
 

The Service & Training (S & T) Plan 
 
The Service & Training plan is where you will record the services provided to the 
participant.   To navigate to the S & T plan, go to the individual’s Case Details page.  
Scroll down to the Programs section.  In the tile marked ICAN, click on the button for 
S & T Plan. 
 
 

 
 
There are two options for entering a service: 
 
Option 1: If the service provided concludes on the same day, click on Services Quick 
Entry.  (Preferred Method)  
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Option 2: To enter a service that will last for more than one day, select the Add 
Service button.  (Rarely used for ICAN) 
 

SERVICES QUICK ENTRY 
 
Select the service type from the drop-down list and enter the date completed.  
  
You can back date services going back no further than the date of the enrollment. 
 
Click the Add Service link to add more services. 
 
When you’re finished entering services, click Save. 
 

 

 
 
If you have any questions regarding services, when they should be closed, etc., 
please send an email with the person’s name, Part ID # and a brief description of the 
situation to: AHS.DCFESDICAN@vermont.gov (for all ICAN partners except Reach 
Up) or AHS.DCFESDICANRU@vermont.gov (for Reach Up staff only) for guidance. 
 
 

Add a Service 
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You will only need the fields marked required.  You can skip over all those that are 
not required.  
 
At the top of the page, click on Pre-Fill My Office Info.  You will never need to click 
on Search for Training Programs. 
 

 
 
Select the service provided from the Service Type drop down field. 

 

 
 
Set the Status of the service.  In-Progress means the service will carry over for more 
than one day.  Other options are Completed, Exited without Completing, Failed to 
Report, etc. 
 
Dates are required at the bottom of the page –  
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 Estimated Start Date is the date the service is estimated to begin 
 Estimated End Date is the date that the service is estimated to end 
 Actual Start Date is the date that the service began 
 Actual End Date is the date the service was completed 
 All 4 dates could be the same depending on the service 

 
Closing out services 
 
It is up to the case manager who created the service to track the progress and close 
out the service when appropriate.   
 

 
 

VJL SERVICE NAMES AS OF OCTOBER 1, 2025 FOR ICAN 
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ReachUp (non-duals) Enrollment Service Names 
 
The service names for the ReachUp enrollment (non-duals) are not changing.  They 
remain as: 
 

 
 

 
 

 

Program Notes (does not apply to Reach Up staff) 
 
For Time Limited and Non Time Limited enrollments, every service entered in the 
participant’s S & T plan must have a program note to correspond with it.  
 
Per the program managers, ReachUp-3SQVT staff will only be adding services in VJL 
and will not be required to add program notes.  ReachUp-3SQVT staff will enter 
notes in their other case management system. 
 
 
To locate Program Notes from the Case Details Page, click on the link for the office.   
 
 

 
 
Click on Program Notes in the upper right-hand corner of the screen or the View All 
button. 
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Click on Expand All to see the details of all Program Notes.  Or you can click on an 
individual note. 
 

 
 
Adding a note 
 
The reference date is a required field.  It can be back dated to document the correct 
date the service took place.   
 
 
You can use the Recontact Date section if you’d like to receive an email reminder in 
the future to re-connect or follow up with the individual. 
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Note: You are not able to edit or delete saved notes. If you entered a note in error, 
send an email to AHS.DCFESDICAN@vermont.gov (for all ICAN partners except 
Reach Up) or AHS.DCFESDICANRU@vermont.gov (for Reach Up staff only) with a 
screen shot of the note to be deleted. 
 
 

VJL Technical Assistance 
 
If you have any questions regarding VJL functionality, need technical assistance or 
clarification on program data entry, please email:  AHS.DCFESDICAN@vermont.gov 
(for all ICAN partners except Reach Up) or AHS.DCFESDICANRU@vermont.gov (for 
Reach Up staff only). 
 
Provide the participant ID #, a short description of the problem or question, copy the url 
of the page you are working on, and any screen shots that will better help identify the 
issue. 


