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INTRODUCTION

The Partner Dashboard is where you will manage and update company layoff pages and surveys as
well as enter results from paper surveys when needed.

Only DCEO Rapid Response Specialists and identified LWIA staff have access the Partner
Dashboard. To request access to this area, email info@illinoisworknet.com and your request will be
sent on for review.
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ACCESSING THE PARTNER DASHBOARD

1. Click the “Partner Resources” link
from the footer of any Illinois
workNet page.

2. Scroll down the page to the

“Programs” area and select “Layoff

Recovery.

a. Note - the order of programs
can/will change as programs

change.
3. Click “Partner Dashboard” to sign-

in (if you're not signed in already).

4. Log-in with your Illinois workNet
Workforce & Education account.

Program Guides for Partners

Program pages provide information specifically for partners.

s¢ links are not intended o5 guidance for the general publ

Workforce & Education
Partner Pathway

e IWTS
Incumbent Worker
Tracking System

JTED-
SNAP

INFORMATION
STECHNOLOGY

LLINGBIS

d hl ’ Partner Resources

JTED-SNAP Program WD wTs

disabilityworks

DEI Partner Guide

Partner Dashboard

View More Programs.

2.

* Add/Edit/Delete Messages for Company
Layoff Pages

Add Customized Questions to Survey

Add Local Layoff Documents

Add Company Icon

Activate, Expire, and Re-Activate Company
Layoff Pages

Print Paper Surveys

* Entry for Paper S
ntry for Paper Surveys @ Illinois workNet®

Login with your Illinois workNet account
User name

Password

Remember me?

Forgot Password?
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@dditinnal Actions

CUSTOMIZING THE LAYOFF PAGE WITH MESSAGES

How: From the partner dashboard click to add/edit messages. From here you
can delete existing messages, update them, and add new.

ADDING A NEW MESSAGE <m
1. Locate the layoff on your dashboard and click W
“Add/Edit Messages” from the Additional Add Docs/Icon
Actions column. Batch Entry
2. Click “New Item”.
a. Ifyouhave added messages already,
you will see them listed here.

@f\(/lessageBoard

3. Add the “Title” and “Message”

b. Select “Link” and then “From Employment Opportunity 8 Resource Fair - « LS. Repr
' N Chicago Crossing.
Address” from the drop-down.
¢. Add URL into the “Address” field (vSE  EDIT  PAGE | FORMATTEXT | INSERT
d. Click Ok -
4. Once you're done - click a | ‘)} Ema Tj <[]
; = 1
5. Repeat these steps for addmg all new Ficture Video and Link Upload Reusable Embs
messages to your layoff page. - Audio - -~ : File  Content Cod
Media From SharePoint -2ntent
[ ]
From Address P

a. To add alink, highlight the text you
want to be the link and select “Insert”
from your page ribbon.

Text to display:
Get more information here

Address:

Insert Hyperlink

(@edit this list

All tems

v Title

Find an item 0o

Message

http:/ fwwwillinaisworknet.com

Try link

Cancel
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EDITING AN EXISTING MESSAGE — OPTION 1
1. Locate the layoff on your dashboard and click
“Add/Edit Messages” from the Additional

Actions column.

[llinois workNet Layoff Recovery
Instructional Guide - Partner Dashboard

April 10,2015
2.
Q?/IessageBoard

® new item

2. Click the “edit” this list option. Alltems  «=+ | Find an item o
3. Edit the title or message by CliCking within v Title Message
the content. Employment Opportunity & Resource Fair - ws LS. Repr
4. Once you've made your changes, click “Stop” Chicago Crossing.
editing this list.
@SE FORMAT TEXT INSERT ‘ IMEMS st ‘ G SHARE :D
o ut ABC <>, & M
D) ooy | Tl e~ " assbeene | A qBlg |AaBbCc |AaBbCeDy |Aasbeend gsi,m_
Feste € Undo . B I U asex, x° A e Paragraph | | Heading1| | Heading2 | | Heading3 | | Heading || Spelling sgﬂ‘fﬂ . Convert to XHTML
Clipboard Font Paragraph Styles Spelling Markup
Reparting Dashboard StOp editing this list
Layoffs & Clasings All tems Find an item jel
Partner Dashboard
v Title Message

Partner Guide

# EDIT LINKS

Site Contents

DETSID W +

Employment Opportunity & Resource
Fair - Chicago

%

U.S. Representative Bobby L. Rush will be hosting an Employment Opportunity and Resource Fair for the residents of Avalon Park, Chatham, and Greater Grand Crossing.

The Job Reabimess Workshops will take place on August 11th (for adults) and August 12th (for youth 16-24). Participants must attend the workshop in order to attend the hiring event.

The Hiring Event will be on August 15th (for adults) and August 16th (for youth 16-24). Come prepared with resumes and in interview attire as employers will be conducting on-site interviews.
Deadline to pre-register is Thursday, August 7, 2014!

For mare information on the event, click here.

If you have any questions, please call the Office of Congressman Rush at 773-224-6500.

EDITING AN EXISTING MESSAGE -

OPTION 2

1. Locate the layoff on your
dashboard and click
“Add/Edit Messages” from
the Additional Actions
column.

2. Locate the message you want
to edit and click the check
mark next to the title in
column 1.

3. Click “Items” in the page
ribbon and select “Edit Item”.

4. Update Title/Message.

5. Click “Save” when done.

‘FUINL

Version History f
L) @

Shared With

New Vie Attach Alert Tags & Workflows Approve/Reject
older Item Delete Item File ke - Motes
vianage Actions  Share & Track Tags and Notes Workflows

ing Dashboard @ new item or edit this list

& Closings All tems == Find an item O | SAVE THIS VIEW
Dashboard
¥ \Title Message
Guide
mployment Opportunity 8 Resource Fair - === LS, Representati
T LINKS hicago Crossing.
ntents The Job Readine

attend the hiring

The Hiring Event
conducting on-si

Deadline to pre
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DELETING A MESSAGE FROM YOUR

LAYOFF PAGE
1. Locate the layoff on your dashboard 3. -
- Version Histo f
and click “Add/Edit Messages” from ) A s eawitn ! [D

it i Mew Vi Edit Attach Alert Tags &
the Additional Actions column. e | Yo Ite'm flac ert g 8
2.

Locate the message you want delete Manage Actions Share & Track Tags and Motes

FOINL

and click the check mark next to the

title in column 1. ing Dashboard @ new item or edit this list
3. Click “Items” in the page ribbon and & Closings Alltems  «-+ | Find an item L
select “Delete Item”. Dashboard @ N
4. Click “Okay” in the confirmation pop- Guide : :
mployment Opportunity & Resource Fair -
up- IT LINKS —
ntents
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ADD CUSTOMIZED QUESTIONS TO THE DISLOCATED WORKER
SURVEY

How: From the partner dashboard click to
add up to 3 questions per survey.

1. Locate the layoff on your dashboard @Additinnal Actions
and click “Add Questions” from the
Additional Actions column.

2. Click “New Item” to add your first

: 2. J—=> ) et B’ R i L To T
question: M .
a. Add Title < Add Questions QU@SJ[|OHSIOO?)?)7?)
b. Add Page/Section Heading W
(For example: Local Batch Entry m edit this list

Resources, Local Needs, etc.)
c. Add Page Order: represents

Save Cancel
the order of question per
Title *
each page.
) Represents the Question text
d. Add Help Info if needed: N
ageMumber * 1
Represents the hEIp text that Describes the page this question should reside on (eg 1 for the beginning
appears when hovering over and 5 for the end).
the question. Heading
. Section Heading
e. Select Question Type seton Hesding
. PageCrder *
i. Text ’

Represents the order of question per each page.

ii. Drop Down

Helpinfo
1. CheCkbOX Represents the help text that appears when hovering over the question.
1v. Rale QuestionType * Text v
V. Date Represents what type of survey question is required

f.  Add Question Value:

represents the options for Questionvalue

checkbox and drop down list

question types (one entry per

line). Select if Required E:

. Represents the options for checkbox and drop down list question types (one

g. Select if the answer has to be entry per ling).

a numerical value s ‘

. . . . Forces the question to be answered
h. Identify if there is a required .
isplay 4
number Of answers: Forces the question to display to the end user.
represents the maximum RequireNumeric
Force the input te be a number
number of checkboxes that
RequiredChoices
may be SeleCted (nOt Represents the maximum number of checkboxes that may be selected (not
necessary for Only One). necessary for only one).
Save Cancel
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3. Click “Save” and add your next
question using the same process.

4. Click “Partner Dashboard” in the left
hand column when you're done to
get back.
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April 10,2015

—

) new

Customal

Partner Dashboard

Closings

ADD THE COMPANY LOGO TO THE COMPANY LAYOFF SEARCH PAGE

How: From the partner dashboard click to
add the company icon for your layoff page.
We have a template you can put your image
on from the Downloads page.

1. Locate the layoff on your dashboard
and click “Add Docs/Icon” from the
Additional Actions column.

2. Select the “Layofflcon” folder

3. Click “new document” or drag your
icon to this area

4. Ifyou click “new document”, click to
Browse your computer and select the
image

a. Your icon should not be any
larger than 150x150 pixels

5. Click Ok

6. It should now be showing up on the
company layoff page if it's been
activated.

(1)

dditional Actions

Add/Edit Messages

Add Questions
_Add Docs/Icon

@ new document or dr|_Batch Entry

All Documents  ses Find a file j o)
b D MName Title Modified
LayoffDiocuments April 15, 2014

.. Layofficon April 22, 2014

@004905 Layofflcon

< (® new document or drag files here

All Documents Find a file 2

v D Name Title Modified Modified By Checked Qut To

There are no files in the view "All Documents”.

4,

Add a document

Choose a file

No file selected.

Add as a new version to existing files
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ADD LOCAL WORKSHOP MATERIALS TO THE LAYOFF PAGE

How: From the partner dashboard click to
add local materials for each layoff page. This
can include PDFs, Word Docs, etc. that will
help workers going through a layoff.

1.

Locate the layoff on your dashboard
and click “Add Docs/Icon” from the
Additional Actions column.

Select the “LayoffDocuments” folder
Click “new document” or drag your
icon to this area

If you click “new document”, click to
Browse your computer and select the
document

Next you need to add a Title to your
document. To do this click the
checkmark next to the file you
uploaded and select Edit Properties in
your page ribbon.

a. Ifyour page ribbon isn’t
showing click on the gear in the
upper right corner of the page
and select “Show Ribbon”.

Add a Title and click Save.
a. The “Name” field is pre-filled

(1)

(® new document or drag file

All Documents

EE

Find a file

v [ wame Titl

dditional Actions

Add/Edit Messages

Add Questions
_Add Docs/Tcon

Batch Entry

e LayoffDocuments

April 15, 2014

(¥ new document or Or

1003373 » LayoffDocuments o

Add a document

Choose a file

Mo file selected.

[# Add as e| Choose a file F!IE“I]:J files

(5_\’55 FILES ‘ LIBRARY ‘

uuuuuuu

1r_|> [ Cheek Out
Upload  MNew Vi
it~ Document it Folder Documen it iscard Check Out Propigties Properti

CheckIn

New Open & Check Out

Q A

é A D ER Send T
N h &) Manag
Share  Alert Popularity Follow Download a
Me~  Trends Copy GoTo

Share & Track Copies

with the document name. In
most cases this is not user
friendly so that is why you are
adding a Title.

Partner Dashboard
Business Layoffs &

Closings

# EDIT LINKS

Site Contents

@ new document or drag

Edit the properties of the selected

All Documents ==« Find afile | document.

5.a

Add any other documents you need
using the same process.

~—"

Hame Title
&) WarnNoticeChecklist 3% ..« Remove

Modified Madified By Checked Out To

helsea Jones~ %

& Show Ribbon

Sharod with

.lj

=

L

©

Name * WarnhoticeChecklict pdf
Title WARN Motice Checklist PDF D
Version: 2.0

5 C |
Created at 5/2/2014 3:50 PM by [| Chelsea Jones e ance
Last modified at 5/2/2014 3:51 PM by [ ] Chelsea Jones
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REQUIRED STEP TO MAKE PAGE PUBLIC - ACTIVATE THE
COMPANY SPECIFIC LAYOFF PAGE

How: Once created and updated, the
company layoff page is ready to be activated.
Activating your page makes it available to the
public and accessible on the company layoff
search page. Each page expires 6 months
from the activation date.

1. Locate the layoff on your dashboard and click “Activate” in the Action column.
2. Done!

Layoff & Closings Reporting Monthly Report

Showing 1 to 1 of 1 entries (filtered from 113 total entries)

Show 10 E| entries
Start
Jaco Survey ID City LWIA Status End Action Additional Actions
Expire Date

Add/Edit Messages
- Warehaus . . A Que : -
f’cobz’cn Harehouse 1005106 East Moline 13 Created 07/14/2016 Activate page ) Add Questions
Company, Inc. Add Docs/Icon
Batch Entry
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USE THE COMPANY LAYOFF PAGE SHORT URL FOR MARKETING
MATERIALS

How: Get the Page URLs from the company (1\

i —/
Showing 1 to 1 of 1 entries (filtered from 113 total entries)
1. Locate the layoff on your dashboard .
Show | 10 '| entries
and select the layoff name to go to
your public page.
2. Click “Page URLs” from the page Jaco Survey ID City LWIA Status
ribbon.
a. Ifyour page ribbon isn’t
showing click on the gear in 1005106 FastMoline 13 Created
Company, Inc.
the upper right corner of the
page and select “Show
Ribbon”. 2.a

helsea Jones~

4. Copy the Friendly URL and use it
where needed. Shcm Ribbon

Charo with

®)

BROWSE PAGE PUELISH

=21 n B

[ Page History

[ ] . .
&+ Page Permissions

Edit Mew Check Cut Edit E-maila Alert
- - Properties 7% Delete Page Link  Me~
Edit flanage Share & ]

URL

Associated Term Friendly

JacobsonwWaEastMoline (Site Mavigation) http:/fwww2.illinoisworknet.com/jacobsonwaeastmoline

Finish
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EXPIRE OR RE-ACTIVATE A PAGE:

1. Locate the layoff on your dashboard and click on Expire or Re-Activate in the Action
Column.
a. Expire Page - this will remove the company layoff page from the Company Layoff
Search page but will still remain on your Partner Dashboard (as Expired) and the
survey results will remain in your Reporting Dashboard.
b. Re-Activate Page - this will make a previously expired page active again and
available to the public. You will need to add new information to the page once it’s re-

activated.
PN
Sterling Infosystems Chicago 7 Activated 10/23/2014 Expire Page \
UFP Technologies, Inc.  Glendale Heights 6 Expired 04/22/2014 Re-Activate Page

~—__—
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PRINT THE DISLOCATED WORKER SURVEY FOR WORKSHOPS

How: From the dashboard click “Batch Entry” and print. Printing this way shows all of the survey
answers outside of a drop-down so workers can see all answer options and also adds the survey
name and DETS ID in case they get mixed up with another stack of surveys.

1. Locate the layoff on your dashboard and click on “Batch Entry”.
a. Ifneeded, use the translation tool at the top of the page to translate before printing.
2. Follow the steps for printing in your browser - most browsers have their print option in the

menu.
3. Print as many copies as you will need for your workshop. /\
- . Original =
M'@rkNet‘ Traininge Connecting N
.\,‘. center - Developing lllinois' Workforce Korean

Polish

Russian
|Spanish

Original

Empresa despido blisqueda  Guia del paso de recuperacién despido  Informacién & servicios ~ Resume Builder ~ Preguntas mas frecuentes

Noticias

Encuesta de trabajador desplazado

Encuesta nombre: Ada McKinley Community Services, Inc.
DETs ID: 1004250

Detalles del trabajo

1. dltima fecha o fecha esperada de trabajo: *
=

2. Seleccione la ocupacién que mejor representa el trabajo que lo despidieron: *

ker Survey

Survey Name: Accretive Health
ets ID: 1004805

Work Details

1. Last date or expected last date of work: *
=

2. Select the occupation that best represents the job you were laid off: *
©Architecture and Engineering Occupations

DArts, Design, Entertainment, Sports and Media Occupations
©Building and Grounds Cleaning and Maintenance Occupations
D Business and Finance Operations Occupations

©Community and Social Service Occupations

©Computer and Mathematical Occupations

i Construction and Extraction Occupations

©Education, Training, and Library Occupations

©Farming, Fishing, and Forestry Occupations

©Food Preparation and Service Related Occupations

D Healthcare Practitioners and Technical Occupations

D Healthcare Support Occupations

R P o | P Bidoios A0 ] €
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ENTER SURVEY RESPONSES FROM A WORKSHOP THAT USED PAPER

COPIES
How: From the dashboard click “Batch Entry”.

1. Locate the layoff on your dashboard and click on “Batch Entry”.
2. Enter the responses one survey at a time.

Layoff & Closings Partner Dashboard Reporting Monthly Report
Showing 1 to 10 of 113 entries
Show 10 E‘ entries
Start
Company Name Survey ID City LWIA Status End Action Additional Actions
Expire Date
Add/Edit Messages
. .
Accretive Health 1004905 Chicago 7 Expired 11/19/2014 Re-Activate Page j‘ fsﬁ'ogli
Add/Edit Messages
Ada McKinley Community 554 Chicago 7 Expired 05/18/2014 Re-Activate Page 99 Questions
Services, Inc. il
Batch Entry

Work Details

1. Last date or expected last date of work: *
it

2. Select the occupation that best represents the job you were laid off: *
DArchitecture and Engineering Occupations

2

©Arts, Design, Entertainment, Sports and Media Occupation[ 3. What was your pay wage before taxes:
i Building and Grounds Cleaning and Maintenance Occupat

©Business and Finance Operations Occupations

4. How frequently were the above wages paid out? *
©Hourly
D'Weekly
©Bi-Weekly
©Monthly
SAnnually
5. How many hours a week did you work? *

£ Heasar svysvng Fuall wasee nf comeien o wnss bhoves waidh $ha




