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Overview

The quarterly narrative report provides an opportunity to share your progress, accomplishments, and

any other additional information.

Access the Quarterly Narrative Report

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.
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5. Select the Work Plans & Reports tab.

6. Select the Reports tab.

7. Select Narrative Report.

Complete the Quarterly Report
1. Click Add Narrative Update.
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Narrative Report

Purpose: Grantees use the Narrative Report to submit the narrative that includes:

Summary of Grant Progress

Activities

Barriers and Technical Assistance Needs
Accomplishments and Success Stories
Expected Accomplishments for Next Quarter
Additional Information

Success Stories

Purpose: Write a success story about a program, workshop, or training oppartunity that is particularly noteworthy and significant. It may be about how an
employer warked with an employment program or about how a person gained personal employment.

Run the report to:

e View, edit, and approve/deny submitted success staries.
* Export submitted success stories.
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2. On the Add Quarterly Update modal, {\DD QUARTERLY UPDATE

select the Program Year and Quarter
from the drop-down menu.

below.

Grantee:

Provide a narrative update regarding the activity that occurred over the last quarter. Include a summary of
information from all applicable categories. All information from the narrative must be entered into the text boxes

[Program Year ~

Select one

Quarter *

v Select one v

3. Complete each section:
Note: A best practice is to type all the information for each
section in a Word document, then copy and paste it in each
section.

e Section One: Summary of Grant Progress

e Section Two: Activities

e Section Three: Barriers and Technical Assistance Needs

e Section Four: Accomplishments and Success Stories

o Note: There is a link to submit a Success Story in
this section.
e Section Five: Expected Accomplishments For The Next
Quarter
e Section Six: Additional Information
e Click Save
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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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