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Overview 
The Upload Tool allows for the ability to upload any suppor�ng 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 (PII), i.e. social security numbers. 
If you need to upload a document with that informa�on, black out the informa�on, and then upload the 
document.  

Access the Customer Informa�on Tab 
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/
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Access the Customer  
1. On the Customer Informa�on 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 
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The Illinois workNet Center System, an American Job Center, is an equal opportunity employer/program. Auxiliary aids and services are available 
upon request to individuals with disabili�es. 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 
Administra�on. For more informa�on, please refer to the footer at the botom of any webpage at illinoisworknet.com. 

 
3. On the Upload File modal, complete the required(*) fields:  

• Category – This will prefill to General. 
• Tied To – Select the sec�on of the Profile that the upload 

applies to.  
• Choose File – Select the file from your computer. 
• Descrip�on – Provide a detailed descrip�on of what the 

upload is.  
• Click Upload 

 
 
 
 
 
 
 
4. The uploaded informa�on will be displayed in 
the table.  
 
 
 
 
 
 
 
 
5. If the upload was added in error, click Remove 
to delete the upload.  
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