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Overview

The Customer Information tab allows users to manage all customers assigned to a grantee in one
centralized location. Within this tab, users can view existing customer records, add new customers
individually, upload multiple customers in bulk via file import, and edit customer details as needed.
Users can also search and filter customer data.

Access the Customer Information Tab
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Use Customer Support Center Groups to organize customers and view information saved with each customer's account. Create your personal graup or select
a group to get started. Leam more
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Search for a customer

The first step before adding a customer is to determine if the customer is already in the system. You
cannot skip this step. Before adding a customer, you must search within the system to check if they
already exist. Do not create a duplicate. This may cause reporting errors.

1. On the Customer Information tab,
4L GRF PROGRAM REPORTING SYSTEM

type the customer’s First Name, Last =
Name' or bOth in the Name ﬁeld Capacity Building Work Plan & Reports  Planned vs. Actual GRF Glossary
2. Click Search i
:I[Igr?_l"l Year * v
3. If the customer is found, click the ‘q - ‘
customer’s last name to open the —
Lwia -
Progress page. s
4. If the customer is not found and I wiect .
you need to add more than one lmm PP —— m
customer, click Upload Customer 50 | entries per page
|nf0rmat‘i0n Service Level Program Year 4 LWIAF & Last Name First Name  Grantee Last Updated Delete
5. On the Upload Customer Information modal, the Grant Information will UPLOAD CUSTOMER INFORMATION
prefill in the first two boxes. Step1:* Select Grant Information
GRF - Training for LWIA 5 e

6. Select Profile from the type of information that you would like to upload o .
ﬁeld. Step 2= Select the type of information that you would like to upload ~

Step 4: «‘mlw; Level

Step 5: Services

Note: The system will review the data and identify errors. If there are

errors, correct the data and re-upload the information.

Close
8. A blue download template box will be provided. UPLOAD CUSTOMER INFORMATION
7. Click Download template and customers in the system to open the file. St Seleonntinformation
GRF - Training for LWIA 5 v
Step 2:* .
Step 4: Update customer information in the template.
Step 5 Upload the template.
Note: The system will review the data and identify errors, If there are
errors, correct the data and re-upload the information.
Close
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Download template

1.

7.

An Excel file will open with columns to be completed with customer information.

Current customer information will be shown in the top section of the file. This information can
be deleted from the file. Deleting this information will quicken the upload time.

Scroll down to the bottom of the [T rover - jowe pmroem T
. 4979 Pam _ [Red  |12NU1981 |
list to enter the new customer 00 L« [Green _[1210v2024
Hichelie 1L _:-v'_.::m 2720035
information. - F“ oo D7 ac s
I Best 412004 X —

The new customer information being entered will not have a Customer ID yet because their
information has not been uploaded to the system.

Each informational box of the spreadsheet must be completed for the file to upload correctly.
If you leave a box blank, the system will display a missing information error message and prompt
you to open the file, fix it, and re-upload it.

Save the spreadsheet to your desktop. Do not change the name " ; #
of the spreadsheet, or it will not upload properly. EENET L Fmesmomomoms

Sepd:

Click Upload the template and select the file from your desktop.

8. The file name will show under the upload button.

9. Click Upload File.
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10. A confirmation of the upload message will be presented.

11. The new customers will now show in your
customer list.

12. The upload file can also be used to upload the other categories of information for customers:

e Service Level
e Services
e Qutcomes
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Step1:*

Step 2: *

Step 3

Step 4

Step 5:

Select Grant Information

Download template and customers in the system.

Update customer information in the template.

Upload the template.
GRF_Particpant_Profile_Data_Upload_Form .xlsx

Note: The system will review the data and identify errors. If there are
errors, correct the data and re-upload the information
Close

Grantee GRF - Green Fulure Collective -

Service Level et .
50 | entries per page
Service Level Last Name. First Name Grantee Last Updated
Mot Entered Anwire Michelle GRF - Green Future Collective 03/10/2025
Not Entered Amold Dana GRF - Green Future Collective 03/10/2025
Mot Entered Ao Rob. GRF - Green Future Collective 03/10/2025
Not Entered h] GRF - Green Future Collective 03/10/2025

13. The upload file can also be used as an export with customer information.

The lllinois workNet Center System, an American Job Center, is an equal opportunity employer/program. Auxiliary aids and services are available
upon request to individuals with disabilities. All voice telephone numbers may be reached by persons using TTY/TDD equipment by calling TTY
(800) 526-0844 or 711. This workforce product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training

Administration. For more information, please refer to the footer at the bottom of any webpage at illinoisworknet.com.
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