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Close Activity on Customer EP 
Find the customer in the customer for the agency. Click the last name to access the customer profile in ISETS 

CW and TJ Items 
1. Click on EP/Case 

Management tab 
2. Click on 3. Add 

Activities/Services 
3. Open purple box 
4. Click on pencil for any 

activity. 

 

 

 

 

 

 

 

 

 

 

5. Check that all 
Attendance hours have 
been added and 
verified. Once the 
activity is closed, a 
partner no longer has 
access to make changes. 
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6. Enter end date for activity. 
7. Enter Subsidized End Date 

– same date as End date. 
8. Enter zero in subsidized 

wage. 

 

 

 

 

9. Verify follow-up.  

 

 

 

 

 

10. Click Update Customer Service.  
11. Complete case note. Repeat 

steps 4-11 for other activities. 
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Regular Activities 
 

1. Click on EP/Case 
Management tab 

2. Click on 3. Add 
Activities/Services 

3. Open purple box 
4. Click on pencil for any 

activity. 

 

 

 

 

 

 

 

 

 

 

5. Check that all 
Attendance hours have 
been added and 
verified. Once the 
activity is closed, a 
partner no longer has 
access to make changes. 
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6. Update the status of the 
activity. 
a. Successful Completion 
b. Unsuccessful Completion  

7. Enter a completion Date – not 
in the future. 

8. Click button for Update 
Customer Service. 

9. Write a closing case note and 
submit. 
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