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Overview 
When closing out a customer in the GRF system, the Outcomes and Service Level sec�ons must be 
completed. This ensures the final status of the customer is properly documented and accurately 
reflected on the dashboard and in repor�ng.    
 

Access Customer Group 
1. Log in to www.illinoisworknet.com 
2. Select My Dashboard. 
3. Select Customer Support Center in the Partner Tools. 
 
 
 
 
 
 
4. Select GRF on the Group Search.  
 
 
 
 
 
 
 
 
 
 

http://www.illinoisworknet.com/


Closing Out a Customer 
April 2026 v1 

5. Select the customer’s last name on the Customer Information tab to begin the close-out process.   

 
 
 
 
 
 
 
 
 
 

Closing Out a Customer 
When closing out a customer, be sure to complete both the Outcomes and Services sec�ons to ensure 
accurate records.  
 

Step 1: Select the Outcomes(s) in the Outcomes Sec�on 
1. On the Customer’s Progress tab, click the View/Edit 
button next to the Outcomes section.  
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2. Enter the End Date  
 
3. Did not complete the program/ac�vity 
If the par�cipant did not complete the program, check the box.  
 
4. Outcomes 
Check the box(es) next to the outcomes that apply to the 
customer: 

• Employed full-�me a�er program/ac�vity comple�on 
• Obtained a creden�al 

Note: More than 1 creden�al can be selected in this box.   
• Par�cipated in career explora�on ac�vi�es 
• Completed skill development training 
• Retained in employment 
• Increased Wages 
• Promoted within their field 
• Completed the program/ac�vity 

 
5. Customer Sa�sfac�on Survey 
If the customer has completed the survey, check the box next to, 
Completed customer sa�sfac�on survey for the program/ac�vity.  

• Select a ra�ng - The survey uses a ra�ng scale from 1 
(lowest) to 5 (highest). 

• Notes – This box is provided for any notes or comments the 
par�cipant provided for their ra�ng.  

 
6. Click Save 

 
7. A�er the Save buton 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 sec�on will now show a Green (Good) flag.  
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Step 2: Enter a Closed Date in the Service Level sec�on 
1. After saving the Outcomes, click the View/Edit button 
next to the Service Level section.  
 
 
 
 
 
2. Select the dropdown menu next to Level.  
Scroll down and click Closed.  
 
 
 
 
 
 
 
 
 

 

3. Enter the closed date and then click save.  

 

 

 

 

4. A�er the Save buton is clicked, a message will pop up:  
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: 

• On the Individuals tab, the customer will 
show in the Participants Closed 
number(s).  
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