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Module 1: Tour of eJAS

This section reviews:
How to Access eJAS and Tech Tips

A Basic Tour of eJAS Pages 
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eJAS: Electronic Jobs Automation System

eJAS is a major part of how we document a BFET 
participant’s enrollment, activities, progress and 
support services. 

This section will be a quick tour of eJAS to introduce 
the system. We will cover each area in more detail 
in subsequent sections.
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eJAS Tips

• eJAS is not exclusive to BFET. Other DSHS programs 
also use eJAS, so there are some features and codes 
available in eJAS that BFET will not use.
– Refer to the BFET Provider’s Handbook and eJAS training 

materials for the component codes, closure codes and 
reports BFET does use.

– Anything not covered in the BFET Provider’s Handbook and 
eJAS training materials is used by a different DSHS 
program and should not be used by BFET. 

BFET Provider's Handbook FFY25

https://www.dshs.wa.gov/data/manuals/bfet/index.html#!Documents/recentupdates.htm
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eJAS Tips
• Web browsers:  eJAS does not work with all web browsers.

• Internet Explorer works best. 

• Chrome works pretty well.

• Microsoft Edge works pretty well.

• Firefox works so-so.

• Safari does not work.

• When navigating eJAS, do not use your browser’s back 
button. Use the eJAS navigation buttons.

– If you use the back button, select “refresh” and eJAS should return.

• Many links open in a new window, so turn off pop-up blockers. 



eJAS Tips

The BFET components being used are the following:

• BI - Basic Food E&T Referral.

• FI - Food Indicator.

• BK -  BFET Supervised Job Search.

• BL - BFET Job Search Training.

• SL - Life Skills.

• BR - Job Retention Services.

• WL - Work-Based Learning – Subsidized.

• WN - Work-Based Learning – Non-Subsidized.
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eJAS Tips

Educational components: 

• BB - BFET Basic Education

• BG - BFET Vocational Education  

• EN - English Language Acquisition

• IA - IET  Vocational Ed/English Language 

Acquisition

• IB - IET  Vocational Ed/Basic Ed

• IC - IET Vocational Ed/English Language 

Acquisition/Basic Ed
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Logging Into eJAS

You access eJAS through the Secure Access 
Washington portal, secureaccess.wa.gov.

When you receive your eJAS login information, 
you will also receive detailed instructions for 
how to create a SAW account and add the 
eJAS service code to your SAW profile. 

The SAW eJAS Service Code for eJAS access 
changes periodically. Please contact 
SWBFETPolicy@DSHS.WA.GOV  for the latest 
eJAS service code.
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https://secureaccess.wa.gov/
mailto:SWBFETPolicy@DSHS.WA.GOV


If you have issues logging into eJAS or need a 
password reset, click the Password Reset and Helpdesk 
link for a list of the phone numbers to call for reset 
help.

**eJAS access is 
automatically 

deactivated after 30 
days of inactivity. 

Log in frequently or set 
a reminder. 

Most BFET providers will use
(360) 664-4560, option 2.

ESD and SBCTC have separate 
contacts.
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Once you log in into eJAS, 
you may be asked to choose 
a model.

All BFET providers should 
use only the BFET models to 
access BFET participants: 
Region 1, Region 2, Region 
3 and 130.
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This is your Home screen. 
From here you can:
- Access your Caseload screen.
- Search for a participant by 

eJAS ID.
- Link to the BFET Eligibility 

tool.
- Link to E&T Reports.
- Use eMessage Center.
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Direct Referral and Provider Determination 
Potential BFET participants will be referred to up to three providers to further check eligibility for the BFET program. This is done 
using the BI component in eJAS. Providers can then either reject the client by using a rejection reason in eJAS or check eligibility 

and enroll the client into BFET. 
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Direct referrals will show here 
with the BI component.



Provider Determination
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The dropdown menu will 
give you rejection 
reasons if you are 
rejecting the referral.

If a client is a good referral for 
BFET services, providers can 
check eligibility from this link.



Provider Determination
The Rejected Clients List 
link will show you 
rejected referrals and 
reasons.
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This is your Caseload 
screen, which shows all 
participants that are currently 
active with your agency.
- To appear on this screen, 

the participant must have 
an open component.

- Active Basic Food 
Assistance.

- Inactive on TANF.

You can access your Historical 
Report here
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This is your Historical 
Report screen, which shows 
all participants who were 
active during a selected time 
period.
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This is a Client screen. 
Access this screen by 
clicking the link for the 
participant’s name.

Participant demographic information.
Click on the name link to see detailed 
information. 

You’ll use these links to view 
and enter information for the 
participant.
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This is a Client screen. 
Access this screen by 
clicking the link for the  
participant’s name.

Participant demographic information. 
Click on a name link to see detailed 
information. 
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Detailed client 
demographic 
information including:
- Basic Food 

Assistance status 
and information.

- Temporary 
Assistance for 
Needy Families 
status and 
information.

- Refugee Cash 
Assistance status.
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Client Screen Links

E&T Component Information screen shows the 
component(s) the participant has open and the 
details of each component.
- Shows components for all providers and 

programs.
- Also has links to add or update components 

with your agency.
- Link to Component History.
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Component History screen 
shows all the components the 
participant has had in the 
past.
- Includes details of dates 

and hours for each 
component.

- Current components will 
also show on this list in 
bold.
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Client Note screen:
This is where you will view 
and enter client notes to 
document participation and 
progress.
- Client Notes must be 

entered at least once per 
month.

- Client Notes are visible 
to all eJAS users.
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Client Screen Links

Employment Information 
screen:
- Where you can add new 

employment information. 
- Shows the participant’s 

current employer as recorded 
in eJAS.

- Shows employment details.
- Link to Employment History.
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Client Screen Links

Payments link will get you to 
the Participant 
Reimbursements screen.
- Participant 

Reimbursement screen 
shows info for Participant 
Reimbursements that 
have been issued.

- Has a button to create a 
new PR. 
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Home Screen Links
eMessage Center

These links will show on your home screen 
and on the top of most pages.

You will have access to two eMessage centers:
1. For messages sent specifically to your eJAS 
ID. 
 – It’s visible only to you.
2. For messages sent to the general 
contractor code.
  – It’s visible to everyone assigned to your 

    provider contractor code.

*Check at least once per week.*



eMessage Center

Looks and functions like 
email. Ability to read and 
send messages to other 
eJAS users.

The BFET field operations 
team will use this to notify 
you of information 
regarding a participant’s 
case.

Link to Task Reminder tool
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Task Reminder allows 
you to create tasks for 
yourself or others in eJAS 
with a specific due date. 
You can include a specific 
eJAS ID and a note for the 
action needed to complete 
the task.

Some will find this tool 
helpful.
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Home Screen Links

BFET Eligibility opens a 
tool in which you can enter 
the potential new 
participant’s SSN or eJAS ID, 
and eJAS will determine 
whether they meet BFET 
eligibility requirements.

If they are eligible, you will 
be able to enroll the 
participant and open 
components.

When BFET eligibility is run and the system determines a client is not eligible, a provider can now choose for an e-message to be sent to the Operations 
shared e-message inbox to review and open the component, if eligible. 

o The message will be titled ‘Review client BFET eligibility’ and will include the client id # and a field with freeform text to include more 
information. If the case cannot be opened, the Operations team will send a response to this e-message as to why it cannot be opened.

o Deletion issues that were present in e-messaging have been fixed. If a provider deletes an e-message that you sent them, it will no longer 
delete from your inbox as well as it did prior. 
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• When BFET eligibility is run and the system determines a client is not eligible, a provider can now choose for 
an e-message to be sent to the Operations shared e-message inbox to review and open the component, if 
eligible. 
o The message will be titled ‘Review client BFET eligibility’ and will include the client id # and a field with 

freeform text to include more information. If the case cannot be opened, the Operations team will 
send a response to this e-message as to why it cannot be opened.

o Deletion issues that were present in e-messaging have been fixed. If a provider deletes an e-message 
that you sent them, it will no longer delete from your inbox as well as it did prior. 



Home Screen Links
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E&T Reports

There a several reports 
available in eJAS that can be 
used to help you manage 
your caseload and provide 
information for BFET 
participants across your 
agency.



Tour of eJAS

Each of the screens and functions shown in this overview 
are covered in more detail in the remaining modules of this 
eJAS training.

If you have questions, please contact your assigned BFET 
Field Operations program consultant or email 

BFETHelp@dshs.wa.gov.

mailto:BFETHelp@dshs.wa.gov
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