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Purpose 
The case note area is a communica�on tool used to document case notes and send messages/emails to customers. Case 
notes provide informa�on related to intake, assessments, referrals, training, placement, employment/training plans, 
two-way communica�on, post-exit follow-up, and more. They can be filtered and exported using the tool.  

Appren�ces receive case notes sent as messages in their Illinois workNet account messages. They receive case notes sent 
as emails based on the email that is associated with their Illinois workNet account.  

 

Accessing the Appren�ce’s Case Notes 
1. Log into www.illinoisworknet.com.  
2. Select My Dashboard. 
3. Select Partner Tools. 
4. Select Customer Support Center.  
5. Select Appren�ceship Illinois from the Group Search page.  

 

 

 

 

 

 

 

 

 

 

http://www.illinoisworknet.com/
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6. Select the appren�ce’s last name to access the 
profile.  

 

 

 

 

 

 

 

 

7. A�er clicking the last name, the 
Intake Review modal will open. 
Select Case Notes from the le� 
menu or a tab.  
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Case Notes 
The Case Notes modal displays all case notes that have been entered for the appren�ce.   
 

Case Notes can be: 
• Filtered using a specific Start 

and End Date 
• Filtered by: (using the arrows 

at the top of each column) 
o Task 
o Contact Date 
o Subject 
o Delivery Method 
o Entered By 
o Entered  
o Op�ons 

• Exported into an excel file 

 

Related Instruc�ons 
The related instruc�ons sec�on provides resources that assist with wri�ng a Case Note.  

• Telling the Story in Case Notes 
• Case Note Tool (PDF) 
• Case Note Wri�ng Rubric 
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Adding a Case Note 
1. Select Add Case Note, to open the Add Case Note modal. 

a. If you create the case note on the Case Note 
page, it will only display on the Case Note page 

2. On the Add Case Note modal, select a task from the 
dropdown menu to indicate why the case note is being 
writen.  

3. Enter the subject and the content for the case note.  
4. Select how to send the Case Note: 

a. As an Illinois workNet message. This will also be 
saved as a Case Note. 

b. As an Illinois workNet message and email. This 
will go to the email associated with the Illinois workNet 
account of the person selected from the list and be saved as a 
Case Note.  

c. Save as a Case Note without sending a message/email.  
5. If you choose to send it as a message/email, select to whom the 

message/email should be sent.  
6. Click Add Case Note 
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Dele�ng a case note 
Partners can request to have a case note deleted from an appren�ce’s profile.   
A case note can be requested to be deleted if one or more of the following has occurred:  

• The case note was added to the wrong customer. 
• The case note is a duplicate. 
• The case note informa�on is incorrect. 
• The case note includes Personal Iden�fiable Informa�on (PII). 

A�er the request has been submited, the Grant Manager will review the request. 
 
A case note can be requested to be deleted from the le� menu on most profile pages: 

• Par�cipant Summary Tools > Case Notes; or, 
• Career Plan > any tab.  

 

 

  

 

 

 

 
 

 

 

1. Click the Delete buton next to the case note that should be removed.  



  Case Notes Tab & Tool 
June 2025 v5 

      6 

 

 

 
 
 
 
 
 

2. A�er clicking Delete, a drop-down list is provided with reasons why the 
case note should be removed.   

 

 

 

 

 

3. Select a reason that applies and then click Submit Request.   

 

 

 

 
 
4. The case note shows 

the status of Unsubmit.  
 
5. If the case note was 

deleted in error or does 
not need to be deleted, 
click Unsubmit.
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A�er a request has been completed by a Program Manager, the new status will display for the case note.   
 
7. A case note that has been Approved will show a status of Deleted on and the date.  

 
 
 
 
 
 
 

8. A case note that has been Rejected will return to the original state, and an email will be sent to the requester.  

 
The email will provide details of why the request was 
rejected.   
 
Reach out to the Grant Manager with any ques�ons.  
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