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Accessing Navigator Tools
1. Loginto www.illinoisworknet.com.
Select My Dashboard

Select Partner Tools

Select Customer Support Center
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6. Select Navigator Tools

Select Apprenticeship Illinois from the Group Search page.

& APPRENTICESHIP ILLINOIS

Back to Customer List

Customers
Name

(]
Number

Grantee

Participant
Type

Adding an Outreach Event
June 2025 v1

E | (E]
o g Bokrarn Aanemirey
®) e a
MY et 10t Reperas
=] j &
Coatnory fyimatin  Carven Puae "oy Araien
ABGROUPS - SEARCH

GROUP SEARCH

Use Customer Support Center
8 group to get started. Lea

Growps to organize customers and view information saved with each customer’s account. Create your personal group or select
Crnate Persanal Geoups
G rame

50 v eriries per page

W Name

11284 | Apprenticesh

4 Type

ProjeciGroup

Active Customers

true

Navigator Tools Workplan & Reports.

Related Instructions

Apprenticeship lllinois - ABC Location

Al

7. Select Outreach Events
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Outreach Events document business and individual engagement in the system.

1. On the Outreach Events tab, filter for:
e Program Year
o Navigator

2. Select Add Outreach Event

3. Complete the following fields on the Add Outreach Event modal:

e Qutreach Name

e Audience Type — Business or Individual Engagement
e Qutreach Type — See definitions of event types at the

top of the modal.
e Event Date
e Number of Attendees

4. Select Add Follow-Up Note to add a note about the Outreach

Event

5. Select Upload to upload documents related to the Outreach

Event.
6. Click Save

7. The new Outreach Event will display in the Outreach
Events list.

8. Filter the events using the up/down arrows:
e Qutreach Name
e Qutreach Audience
e Qutreach Type
e Number of Attendees
e Event Type

9. Click See Notes in the right-hand column of the
Outreach Events list to add additional follow-up notes.
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10. Click Export on the list of events to obtain a list of all events.
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