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Overview 
The Work Plan provides clarity and structure by outlining the pieces of the project.  
 
Who Enters/Maintains Data 
Grantee staff associated with an agency/program in the Illinois workNet system can view, add, 
and edit the Work Plan.  
 
Access the Work Plan tab 
1. Log in to www.illinoisworknet.com 
2. Select My Dashboard. 
3. Select Customer Support Center in the 
Partner Tools.  
 
 
 
 
 
 
 
 

http://www.illinoisworknet.com/
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4. Select GRF on the Group Search.   

 
 
 
 
 
 
 
 

 

5. Select the Work 
Plans & Report tab.  

 
 
 
 
 
 
 
 
 
 

6. On the Work Plan tab, 
click Submit Project Plan.  
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7. The Work Plan (Project Plan) 
consists of the following sec�ons: 

• Project Narra�ve 
• Project Timeline 
• Plan Numbers: Projects 

Serving Individuals 
• Plan Numbers: Capacity 

Building Ac�vi�es, Funding, 
& Outcomes 

 
 
 
Project Narra�ve 
1. Click on Project Narrative to open the 
section. Complete the required* fields. 

• Grant Number – The number 
automa�cally prefills from the 
Grantee Details.  

 
Anyone in the Grantee/Provider’s office 
with access to GRF will appear in the 
dropdown menu for the following 
sec�ons:   

• Grantee Project Manager* 
• Grantee Repor�ng Staff* 
• Grantee Fiscal Staff* 
• Other (if needed) 

 
• Project Overview – The Project Overview sec�on provides a high-level summary of the 

project, including purpose, goals, and key details. Use this sec�on to describe what the 
project aims to achieve and any important background informa�on.  
 

2. Click the Save buton at the top.  
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Project Timeline 
1. Click on Project Timeline to open 
the section.  
2. Click Add Activity 
 
 
 
 
 
3. On the Add Activity modal, complete the following fields: 

• Activity 
• Deliverable 
• Staff Responsible 
• Activity Date 

 
4. Click Save 
 
 
 
 
 
 
 
 
 
 
 
Program Ac�vi�es and Outcome Plan Numbers: Project Serving Individuals 
1. This group consists of the following sec�ons with boxes to enter planned numbers:  

• Service Levels 
• Services Provided 
• Par�cipant Post Exit Outcomes 
• Gender 
• Age 
• Educa�on 
• Demographics 
• Characteris�cs (Self-Reported) 
• Poten�al Barriers (Self-Reported)  



        
 Creating a Work Plan 

March 2026 v1 

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. 

 

Program Ac�vi�es and Outcome Plan Numbers: Building Ac�vi�es, Funding, and 
Outcomes 
1. This group consists of the following sec�ons with boxes to enter planned numbers:  

• Projec�on Title 
• Employer Outcomes 
• Capacity Building 

 

2. After both of the Plan 
Numbers sections and the 
Project Timeline section have 
been completed, scroll up to the 
top of the page and click Save.  

3. If all informa�on has been put 
in the Work Plan, click Submit for 
Approval.  
 
4. If all of the informa�on has 
not been put in the Work Plan, 
click Return to Work Plan List so 
that more informa�on can be 
added later.  

5. The Status will show 
Approved when a Work Plan has 
been approved.  

6. The Export button creates a 
PDF document of the Work Plan.  
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Planned vs. Actual GRF Dashboard 
A�er a Work Plan has been 
completed, even if it hasn’t yet 
been approved, the values 
entered into the Planned fields 
will be reflected on the 
dashboard.  
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