:o‘i Upload Tool
: N
AWkt August 2026

—
americanjobrenter

Table of Contents

OVEBIVIBW ..ttt ettt ettt sttt e st e e s st e e s e s s e e e e s s r e e e s e s s e e e s e an s e e e s e s s e e e s eanr e e e s e nrene s e nreneeennenesennnes 1
Access the Customer INformation Tab .......c.cooeeiiiiieie et s s e 1
ACCESS TNE CUSTOIMEN .ttt sttt ettt bt st e st e s bt e bt e b e e s be e s se e et e e b e e beesbeesanesanesane 2
ACCESS the UPIOad TOO......uiiiiiiiiie ettt s e e st e e s abe e e s snsbeeesansseeessnnreaesanssenenn 2
o =0 T - o TP PSR 2

Overview

The Upload Tool allows for the ability to upload any supporting documents regarding the customer. Any
documents that would be kept in a paper file can be uploaded to the customer’s profile using the upload
tool.

Do not upload any documents with Personal Identifying Information (Pll), i.e. social security numbers.
If you need to upload a document with that information, black out the information, and then upload the
document.

Access the Customer Information Tab

1. LOg in to WWW.i”inOisworknet.COm My Dashboard = Messages (45) M Bookmarks @PResumes  interest Profiler
Personal Tools Partner Tools
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2. Select My Dashboard o
Center
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3. Select Customer Support Center in the Partner Tools. ool el o
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4. Select GRF on the Group Search. e A
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Disability Estimator  Career Plan Tools Attendance

MGROUPS - SEARCH

GROUP SEARCH

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

Add Group

Group Name GRA

Show Advanced Search
50 v| entries per page

Id Name A Type Active Partners  Customers

14163 | GRF ProjectGroup  true 164 0
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Access the Customer

1. On the Customer Information tab, type the customer’s
First Name, Last Name, or both in the Name field.

2. Click Search

3. Click the customer’s last name to open the Progress

page.

Access the Upload Tool

The Upload Tool can be accessed from the Progress

tab or the Uploads tab.

Progress Tab

1. On the Progress tab, click Uploads. It will take
you to the Uploads tab.

2. Click Upload File

Search By
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50 | entries per page
Service Level  Program Year
Referred

Shawing 110 1 0f 1 entry

PY 26:07/01/26 - 06/30/27 sI:l Sandy

4 LWIA# A LastMeme  FirstName , Grantee

2 GRF PROGRAM REPORTING SYSTEM

Glossary

Upload Customer Information | Add Customer

LostUpdated ~ Delete

GRE - Training for LWIAS  07/28/2026
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Progress | CaseNotes | Uploads

PROGRESS

Profile: Sandy Sloan

Service Level Referred

L]

Participant Summary Tools

Profile:
Grantee: GRF - Training for LWIA 5

Grant Number: 012726

Program Year: PY 26: 07/01/26 - 06/30/27
Age: Enrolled service level not entered
Education at Intake: High school diploma
Gender: Female

Demographics: Asian, Black/African American

Characteristics: Youth

PROGRAM REPORTING SYSTEM - PROGRESS

CASE NOTES(0)a
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UPLOADED DOCUMENTS

Upload File

DOB 07/22/2006

File
Service Level Referred name

10~/ entries per page

Tied Uploaded

Description  Category ~ To By

No data available in table

Showing 0 to 0 of 0 entries

A GRF PROGRAM REPORTING SYSTEM - UPLOADS

Upload Remave
Date Upload
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3. On the Upload File modal, complete the required(*) fields: UPLOAD FILE x
e Category — This will prefill to General.
° Tied To — Select the section of the Profile that the upload Please upload only .pdf, .docx, .doc, jpeg, .png and xlsx files under 10 MB.
Do not upload any files that contain the customer’s full social security
applies to. TS
e Choose File —Select the file from your computer. e | oo .
e Description — Provide a detailed description of what the oo

upload is.
e C(lick Upload

4. The uploaded information will be displayed in
the table.

5. If the upload was added in error, click Remove
to delete the upload.

O Tied to Service Level

O Tied to Services

© Tied to Outcomes

File { Choose File ”\lo file chosen

Description ™
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Back ta Customer List

Progress Case Notes Uploads

UPLOADED DOCUMENTS

Emall SandySloan@ncemail com
10 v entries per page Search: |:|
DOB 07/22/2006
. Tied Uploaded Upload Remeve
Service Level feferred File name Description Category  To By Date Upload

Copy of Application General Profile  Markle345 8/1/2026 m

Applicationdocc  Document

Showing 1t 1of 1 entry ‘||_“| 2
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Back to Customer List

Progress  Case Notes Uploads

UPLOADED DOCUMENTS
T
Email SandySican@noemail.com §
0] enties per page s [ ]
DOB 07/22/2006
N Tied Uploaded Upload Remove
Service Level Refered File name Description Category  To By Date Upload

Co

Application General Profile Markle345 8/1/2026 =
Document

Showing 110 10f 1 entry
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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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