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Accessing Business Engagement Tools

1. Select Business Engagement Tools

2. Select Outreach Events

Add Outreach Event
Outreach Events document business and
individual engagement in the system.
1. On the Outreach Events tab, filter for:
e Program Year
e Grantee

2. Click Add Outreach Event
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3. Complete the Add Outreach Event modal: |Aoooumaw pp—
e Qutreach Name*

OUTREACH EVENT DEFINITIONS

e Qutreach Type* — See definitions of event types at :
the top of the modal.

e Event Date*
e Number of Attendees Social media/website -

Referral - Received a refer

Mumber of Azndess

4. Select Add Follow-Up Note to add a note about the B
p
Outreach Event. S
5. Complete the Add Outreach Note modal:
° Case NOte Type* ADD OUTREACH NOTE
e Contact Date* Cose e Tpe
. Select ~
e Subject*
Contact Date *
e Comment* mm/ddyyyy o
e Delivery Method* Suea
o Select how to send the Case Note:
* Asan lllinois workNet message. This will also e
be saved as a Case Note.
= Asan lllinois workNet message and email. ’
Delivery Method Send To
This will go to the email associated with the 2 linois workNet Message Amelia Telger
. . O lllinois workNet Message and
Illinois workNet account of the person Email
A O Save as Case Note Without
selected from the list and be saved as a Case Sending as Message/Email
Note.
. . Close
= Save as a Case Note without sending a m
message/email.

o Send Message/Email to
= If you choose to send it as a message/email, select to whom the message/email
should be sent.
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6. From the Add Outreach Event modal, select Upload to upload ADD OUTREAGH EVENT
documents related to the Outreach Event. OUTREAGH EVENT DEFRTIONS

7 Clcking Ulosd wil ke you

the Provider Info section. The _ " .
Appointments File uploads Grantee Details Training Programs Compliance Reports
Provider Info section will open the e
rojec Apprenticeship Illinois v
File Uploads tab. .
Provider Apprenticeship lllinois - ABC Location - 123 Test Lane Testville IL 62704
Iil# Reset Filters
File Uploads
Date File Name Description Category Uploaded By Remove

8. Click Upload File

9. Complete the Upload File modal:

sopdount
e Select a Category from the dropdown list.

e Choose the file Category —Select -
e Provide a detailed description
File
e C(lick U pload Choose File | No file chosen
File Types Accepted: .xls,xlsx,.pdf.doc,.docx
The upload details will display in the table after it has Description
been uploaded.
VA
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10. Go back to the Outreach Event and click Save.

11. The new Outreach Event will be displayed in the Outreach Events list.

12. Filter the events using the up/down
arrows:
10 ] entris per page s [ ]

| Qutreach Name  * |

e Qutreach Name

‘Qutreach Audience | | Outreach Type | | Number of Attendees | | Event Date | | Action(s) |

e Qutreach Audience

e Qutreach Type
e Number of Attendees
e Event Type

13. Click See Notes in the right-hand column of the Outreach Events list to add additional follow-up
notes.

14. Click Export on the list of events to obtain a list of all events.

This workforce product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administration. The
product was created by the recipient and does not necessarily reflect the official position of the U.S. Department of Labor. The Department of
Labor makes no guarantees, warranties, or assurances of any kind, express or implied, with respect to such information, including any

information on linked sites, and including, but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy,
continued availability, or ownership.




