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Indicating Hope Florida Participants in the Florida Ready to Work Portal 
 
ENROLLING INDIVIDUAL PARTICIPANTS  
 
STEP 1 
 

• After logging into the system, under the Admin tab, select “User Administration.” 
 

 
 
 
 

 
• Under User Type, select “Participant.”  
• For Organization, select your CareerSource location. 
• Click the “+” to “Add New User.” 
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STEP 2  
 
           Complete participant’s required contact information. Be sure to scroll down! 
 
 

 
 

 
  
STEP 3 

 
Under Hope Florida Participant, be sure to select Yes or No to indicate whether or not the participant is 
a part of Hope Florida. 
 
*Please note all other ‘Custom Field Information’ categories are optional. 
 

 
NOTE: If the participant is already enrolled, you can always go back into the system and add the 
Hope Florida Participant designation. 
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CONDUCTING A BATCH ENROLLMENT 
 
STEP 1 
  

• After logging into the system, under Admin, select “Batch Enrollment.” 
• Select “Import File.”  
• Select “Download Template.” 

 

 
 
 
STEP 2 
 

• Open the template.  
• Complete the spreadsheet with participants you wish to batch enroll into Florida Ready to Work.  
• When conducting a batch enrollment, please indicate “Yes” or “No” under Hope Florida Participant for 

each participant.  
 

 
 
 Then upload the spreadsheet as directed in the Florida Ready to Work portal.  
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ENROLLING PARTICIPANTS IN A FLORIDA READY TO WORK CLASS 
 
For Hope Florida participants that may already be completing the Florida Ready to Work program, please 
enroll them into the Hope Florida Participants 2024-2025 class.  
 
STEP 1 
 

• After logging into the system, under Admin, select “Organization Administration.” 
• Select “Class Management.”  
• Under Classes, select “Hope Florida Participants 2024-2025.” 

 

 
 
STEP 2 
 

• Assign participants by selecting the “Class Assignment” tab. 
• Select the learners that you wish to identify as Hope Florida Participants by selecting the green check 

mark next to each learner to add them the roster. 
• Once the learners are selected, click “Add to Roster.” 
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REMINDER! Florida Ready to Work offers weekly webinars on how to use the portal and implement the 
program, along with monthly implementation webinars just for CareerSource Florida network partners. 
Register here.     
 
FOR MORE INFORMATION   Contact Customer Service  

CustomerService@floridareadytowork.com  
888.717.9461 Option 3 

 

https://www.floridareadytowork.com/events
mailto:CustomerService@floridareadytowork.com

