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Overview

When closing out a customer in the GRF system, the Outcomes and Service Level sections must be
completed. This ensures the final status of the customer is properly documented and accurately
reflected on the dashboard and in reporting.

Access Customer Group

1. Login to www.illinoisworknet.com Micokmats  @Resumes  H5idls & iterests
2. Select My Dashboard.
3. Select Customer Support Center in the Partner Tools.
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4. Select GRF on the Group Search.
ARGROUPS - SEARCH

GROUP SEARCH

Use Customer Support Center Groups to organize customers and view information saved with each customer's account. Create your persanal group or select
a group to get started. Learn more

Create Personal Groups

Group Name

ow Advanced Search

50 v| entries per page

id  Name 4 Type Active Partners Customers
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5. Select the customer’s last name on the Customer Information tab to begin the close-out process.

2 GRF PROGRAM REPORTING SYSTEM
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Closing Out a Customer
When closing out a customer, be sure to complete both the Outcomes and Services sections to ensure
accurate records.

Step 1: Select the Outcomes(s) in the Outcomes Section

1. On the Customer’s Progress tab, click the View/Edit F— J—
button next to the Outcomes section.
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2. Enter the End Date
EDIT CLSTOMER OUTCOME S

2| Date -

3. Did not complete the program/activity
If the participant did not complete the program, check the box.

3 D not complete programyactnaty

4 Emplayed full-time after programdactsity comgpletion

4. Outcomes

Check the box(es) next to the outcomes that apply to the B

customer:

e Employed full-time after program/activity completion T nmmmm—

e Obtained a credential s e———
Note: More than 1 credential can be selected in this box. i Ny

e Participated in career exploration activities Irereamed g

e Completed skill development training Promoted within their Feki

e Retained in employment Completed the programaciii

e Increased Wages 5

Completed customer satslsetann survey fon the programacts :;.-G
e Promoted within their field N o

e Completed the program/activity

5. Customer Satisfaction Survey
If the customer has completed the survey, check the box next to,

o

Oleas

Completed customer satisfaction survey for the program/activity. m

e Select a rating - The survey uses a rating scale from 1
(lowest) to 5 (highest).

e Notes — This box is provided for any notes or comments the
participant provided for their rating.

Please remember o enter a Closed Date in the Service Level section

when dosing out a cushomes

6. Click Save
7. After the Save button is clicked, a reminder message will pop up: Please
remember to enter a Closed Date in the Service Level section when closing

out a customer.

8. Click OK

9. The Outcomes section will now show a Green (Good) flag.

View/Edit Outcomes: m
End Date: 04/20/2026

Did not complete program/activity
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Step 2: Enter a Closed Date in the Service Level section

1. After saving the Outcomesf click the View/Edit button ) o
next to the Service Level section. ] Recruited Date: Date Nat Entered

Ratferred Date: Date Mot Emered

Enrclled Dwbe: 03/01/2026

Closd Data: Date Mot Entered

2. Select the dropdown menu next to Level.

EDIT SERVICE LEVEL
Scroll down and click Closed.
[10] entries per page
Service Level Date 4 Remove
Enrolled 03/01/2026 m
Showing 1t 1 of 1 entry E ‘|| =
Level Ject "
Date Select
= |
Close
3. Enter the closed date and then click save. DI SERVICE LEVEL

’F entries per page

Service Level Date 4 Remove

Enrolled 03/01/2026 m

Showing 11to 1.0f 1 entry .l(l1l,l.J

tevel | ooy -
Date | oar20/2026
Close

4. After the Save button is clicked, a message will pop up:
Service Level Added. Service Level Added
Click OK
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5. Review the customer’s Progress tab to
verify that both updates display.

Planned vs. Actual Dashboard

After both the Service Level and Outcomes sections
are updated, the customer updates will show in a

couple of different areas:

e On the Individuals tab, the customer will

show in the Participants Closed
number(s).
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Service Levels

Participants Carried Over

Panicipants Recruited

Participants Enrolied 2

Participants Referred

Participants Closed
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