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ISETS
BILLING, REPORTING & STAFFING

Enter Information

Create parts

Earnfare items

4334 & 4333

Submit and review

Attendance, Activities, Support

.

Learning Objectives

Provider Information



ACCESS OPTIONS
Access ISETS from the partner page, partner dashboard or through group search in IWIS. 



• Complete SPCQ
• Submit 
• Watch for email with 

Username and Password
• Log-in to ISETS

• If you have access to multiple grant 
programs/groups, you may access the group 
from the Customer Support Center/IWIS icon 
as well.

MULTIPLE GROUPS

ACCESS
https://illinoisworknet.com/isetspartners

https://illinoisworknet.com/isetspartners


• Search Customers
• Add Customers
• Assess Customers
• Refer Customers
• Enroll Customers ***
• Referral portion of 

Dashboard for Customers

PREVIOUS SESSIONS

• Enrolling a customer
• Add Activities and Services 

to a customer profile
• Track Attendance
• Track Supportive Services
• Document progress
• Ending an Activity

Intake & Referral Enrollment & Case Mgt. Employment & Retention

• Adding participant 
employment

• Attendance report
• Retention service
• Employment verification
• Customer status on 

overview



• Enter information
• Create the parts
• Complete the report

• Start with the customer profile.

TIPS

REPORTING



• Add activity information
• Attendance
• Activities
• Support Services

• Make sure to update the customer case file 
throughout the month to make monthly 
reporting easier.

TIPS

ENTER INFORMATION



• 2151
• 2606
• 2610
• 4333
• 4334
• Support Services Summary
• Summary Expenditure Documentation
• Earnfare Referral and Attendance 

Summary
• Earnfare Administrative Expenses 

Certification

• Select the correct form for your program.

TIPS

CREATE PARTS



• Track Attendance for each service
• Customer Forms to create report

• Enter time daily or weekly

• Use attendance to track hours for 2606 or 2610

TIPS

2606 & 2610



• Fill in blanks
• Update hours if necessary
• Answer assignment questions

• Enter time daily or weekly

• Use attendance to track hours for 2606 or 2610

TIPS

2606



• Update hours/activities if 
necessary

• Enter time daily or weekly

• Use attendance to track hours for 2606 or 2610

TIPS

2610



• Section A: Provider - Review 
activities and recommend 
Progress status.

• Section B: DHS – Review and 
recommend case status.

• Section C: Partner and DHS 
Review and recommend final 
action for the month.

• Both DHS and provider sign 
digitally.

4334



• Verify dollar amounts 
are correct

• Click name to add/edit
• Mark to include in 

billing

SUPPORT SERVICES SUMMARY



• Verify activity
• Check box when 

complete

EARNFARE REFERRAL & ATTENDANCE SUMMARY



• Complete the Certification 
Modal

• Check box when complete
• Billing approves

EARNFARE ADMINISTRATIVE EXPENSES CERTIFICATION



• Verify totals are correct
• Click item to add/edit
• Mark if 4334 is to be included
• IDHS verifies SNAP
• IDHS marks staffing complete

SET-UP 4333

• 4333 includes employment verification, recert date, 
and other items from the customer overview

TIPS

Customers must have:
1. Enrollment
2. Approved Reverse Referral
3. Active E&T status
4. Active Service/Activity
5. Provider associated with activity



• Select Parameters
• Click month packet

1. Partner completes
2. Provider Manager 

reviews and completes
3. Billing Manager 

reviews and requests 
changes or approves

• Slight variations by 
program

• Workforce Development completes customer 
staffing independently from Provider Manager 
review of staffing information.

TIPS

ISETS STAFFING & BILLING TOOLS



• Appointments
• File Uploads

• Schedule Appointments 2 months out

• Select all options possible to ensure the most 
matches for participants.

TIPS

PROVIDER INFORMATION



• ISETS Provider Details
• ISETS E&T programs
• Case Notes (Agency)

PROVIDER INFORMATION



• Partner Page
• https://illinoisworknet.com/isetspartners

• My Training
• Access by log-in within ISETS

• Partner guide has:

• Instructions

• System Updates

• Recordings of TA sessions

TIPS

RESOURCES

https://illinoisworknet.com/isetspartners


ISETS System Training

847.833.9847 home office 
708.822.2152 mobile

dreinhardt@illinoisworknet.com

Contact us:

THANKS

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 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 www.illinoisworknet.com.
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Dee Reinhardt
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