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Purpose and Users

Purpose
ISETS Intake tools to check the customer’s SNAP eligibility status, complete a universal assessment, view
recommended providers/programs, send reverse referrals, and make referrals to other providers.

Users
e |DHS State Level Admin - Will have access to all tools and provider/customer information. They will
set up provider, contract information, and partner accounts.
e IDHS Provider Managers - Will have access to all tools and provider/customer information in their
region.

e IDHS Program Managers — Will have access to all provider tools and customers associated with their
organization. They will also have access to specific administrative tools related to contracts.

e IDHS Case Managers - Will have access to all Provider tools and customers that are associated with
their organization.

e CBO/Other E&T Providers - Will have access to all Provider tools and customers that are associated
with their organization.

e IDHS Billing Managers - Will have access to the billing module. They cannot access the customer level
profile/data collection tools.
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Definitions

Intake & Referral Instructions — DHS Staff

e Referral — made from an agency or FCRC to an agency.
e Reverse Referral — made from an agency to an FCRC for approval for customer participation.
e Add Activities / Services — provider adds services that they will be offering without the need of a

referral.

Adding/Checking for Customer — DHS Staff

1.

January 2023 v4

Log into https://apps.illinoisworknet.com/SiteAdministration/IDHSET/Admin ((See an alternate log-in

option below))and

Click on ISETS in the group list.

A list will open of your existing
customers. Click the Add Customer

button to add a new customer or search
for an existing customer from the IES

database.

Fill in the required information. Include

at least one of the numbers:

da. SOCial Secu I"Ity number workNet Id Last Name First Name * Provider Enrollment Date Benefit Status
26763 Dog 10Test N/A Not Enrolled
b. Cas-e -N umber 26735 Dog 2test N/A Nat Frrallad
c. Individual Number 26736 Dog st | CARCHIES CUSTOMER
d. Click Search for existing g
customer. o
ISETS will search for an existing customer against the IES
database.
a. If IES match IS found, enter the other required fields to
search for an ISETS account. :
D f Birt! b
ipCor [
3]

Customers
Name
Intermediary/Provider
Select

Case Number

Individual Number

Advanced Search

Show entries

Add Customer
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b. If an IES match is not found, make sure the data points entered are
correct. To make a correction, “X” out of the window, correct the
data, click the button “Search for IES customer”.

IES MATCH NOT FOUND

f was not found in IES. Complete the information below to continue
ubmit a referral for SNAP E&T participation.

Last Name

c. If an IES match is not found and the data is correct, proceed with
entering the other required fields to search for an ISETS account. a2 e

ZipCode *
No Email
Address

Emai

Confirm Email *

Continue

d. If ISETS match is found but there are potential duplicate accounts,
determine if any of the potential accounts are a match, click the Select button. Make any updates
in the fields, click Continue button.

e. If ISETS match is found but there are potential duplicate accounts, if none of the potential matches
are correct, click Create New Account. Complete the required information and click Continue.

POTENTIAL DUPLICATE ACCOUNT CREATE/UPDATE ISETS PROFILE

) e

f.  Upon addition of the customer, the next window that shows
contains the customer username and password (if it is a new
account). Note: It is a good idea to write down the Username and
temporary Password for the customer.

ISETS ACCOUNT CREATED/UPDATED m
6. Click the button to Search for assessment. Shekelia Wallace wil be abl to access tis infor TR

a. If a SNAP customer is found, Complete the :ls’ Sl

Universal Assessment — Initial Screening. — FiA ik iy ek
b. The provider must also complete the Staus ISETS Account Fourd

universal assessment before clicking Send a

Reverse Referral.
c. NOTE: DHS Workforce Development Staff and

UNIVERSAL ASSESSMENT

Super Admin staff will be able to assign a customer directly
to a provider without completing an assessment.

Complete Universal Assessment

7. Click the button to Search for assessments.
a. If a SNAP/TANF customer is found, Complete the Universal Assessment — Initial Screening.
3



customer profile. T —
d. |f ad SNAP customer iS not Overview  Intake/Referral  IEP/Case Management  Customer Forms  Summary Tools
currently eligible in IES, INTAKE/REFERRAL CASE NOTES(0)
complete the initial
screening assessment. The B
customer may become Email Cikinner@rmosrnail com Lcu_rglete Universal Assessment (UA) & View UA Histarj
I P b I DOB 7/13/187¢
eligible.
g User Name CStimer SELECT YOUR NEXT STEP
Last 4 SSN 1027
o I providers and your location eligible or not
Redetermination Date 1/9/2022 cend Referrals e
E&T Provider CASA Program
Complete the Universal Assessment (UA) UNIVERSAL ASSESSMENT

Initial Screening

A Intake & Referral Instructions — DHS Staff
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b. DHS staff are only required to complete the initial assessment before sending a referral to a service
provider. The service provider must complete the universal assessment before clicking Send a
Reverse Referral.
c. The Universal Assessment and Referrals can also be completed from the Intake page on the

1. Select Complete the Universal Assessment.

2. Select Start Screening.

3. Complete each section of the Assessment. As
sections are completed the row across the R e sl
top YVI” show the progress and the current
section. . S
Personal Information Skills and Interests Situations to Plan Around Assessments Work Experience Training Interests

j L=

4. On the last tab, click Submit Application.

5. Review the information in the Pre-Screening Summary for the customer. Click the section to make edits to
that section’s information. Save the information before leaving the page.

6. Click Save and Return to Summary when done.
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Complete the UA Needs Assessment

If the DHS office completing the assessment is also
the service provider, the needs assessment must
also be completed.

7. Select Complete the Universal Assessment
— Needs Assessment Survey.

8. Select Start Assessment.

9. Complete more details for each section of
the Universal Assessment. As sections are
completed the row across the top will show

INITIAL SCREENING

@ Screening Complete - 3/16/2021

process.

UNIVERSAL ASSESSMENT

Complete an initial screening as part of the eligibility and referral

NEEDS ASSESSMENT SURVEY

Start Assessment

Complete a more in-dept assessment ta identify participant goals,
needs, and next steps.

the progress and the current section.
10. On the last tab, click Submit Application.

L ISETS APPLICATION FOR CORINNE SKINNER

Personal Information Skills and Interests

\

Education History Work Experience

In vour last job what did

Situations to Plan Around

Employment Goals

Assessments

Training Interests

Show/Hide Initial Screening questions

11. Review the information in the Pre-Screening Summary for the customer. Click the section to make edits to

that section’s information. Save the information before leaving the page.

12. Click Save and Return to Summary when done.
13. At the bottom of the summary select your next step.

View Recommended providers and Send Referrals

SELECT YOUR NEXT STEP

View recommended providers Send/Reply Referrals
and send Referrals

Add Activities/Services
for your location

Mark the customer as
not eligible or not participating

Return to Intake

Note: for an agency to provide any services, a reverse referral must be approved by a DHS E&T representative or costs

associated with services provided prior to approval may be disallowed.
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DHS Making a Referral

to a Provider:

At the bottom of the
assessment summary, click
the button View
Recommended providers
and send Referrals. This
same selection option may
be found on the
Intake/Referral tab on the
customer profile.
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Overview Intake/Referral

INTAKE/REFERRAL

Email smartin@isetstestusercom
DOB 7/10/1972

User Name SMarting

Last 4 SSN 2130

Individual Number

Redetermination Date
6/15/2022

IEP/Case Management

Customer Forms Summary Tools

CASE NOTES(1)

Profile: Steve Martin Show Test Data

Complete Universal Assessment (UA) & View UA History

SELECT YOUR NEXT STEP

Add Activities
& Services for
your location

Mark the
customer as not
eligible or not
participating

View
recommended
providers and
send Referrals

Complete/Edit
Needs Assessment

Send/Reply
Referrals

View Recommended Providers

1.

Select View recommended providers and send
referrals from the Intake/Referral page.
Suggested providers will open in a list with the
percentage of match noted. 100% matches will be
at the top of the list for any organization that
matches with the participant. Click the blue bar
with the match to open the match information for
that provider/service. Click the 0% matches to see
other possibilities and why they were not a match.
Click Enroll in Program & Add Activities to add an
activity or service to the customer’s IEP/Case
Management.

Click Send Referral to open the screen to send a
referral to a service provider.

Send referral from Matched Items.

1.

w

Click Send Referral to open the screen to send a
referral to that agency.

Click Add Referral.

Select the Refer To option of Provider.

RECOMMENDED SERVICES

Click a Provider to view services offered.

100% Match - Friendly Provider (1 Program(s) Found)

100% Match - Test provider 123 (1 Program(s) Found)

i 50% Match - Asian Human Services of Chicago (1 Program(s) Found)

Asian Human Services of Chicago - 4753 North ISETS

Broadway, Suite #700 Chicago IL 60640-49385

Match: 50%

Match Reason: Interest in: Management/Officials/Proprietor, School Subject:

Plan Activities: WE - Work Experience, JR - Job Readiness, SJ - Supervised Job Search, VT -
Vocational Training, BE - Basic Education (ABE/GED/Bridge), JRS - Job Retention Services, E -
Employment (subsidized or unsubsidized), JT - Job Skills Training

Address:

2450 Foundation Drive
Springfield, IL 62703
Distance:

97 Miles

Description:
test information

Program Name:
SNAP Job Placement - Test
Program Name 9

What are the goals of this program? MicroCredential

k Experience
What are the minimum requirements to enter the pfbgram? Fluent English

Enroll in Program & Add Activities Send Referral

e

Select the organization from the dropdown list sorted by distance.
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5. Complete the Customer Consent form by entering the customer RereRRaL PO (017

N

10.
11.

12.

13.

username and customer password. Customer username is listed in
the modal, the password is the customer Lastname and six digit
birthdate i.e. Smith010197 Check the box after the customer reads
and agrees to the terms. Then click Submit Consent. Note: If you are
not automatically redirected back to the referral form, Click Add
Referral again to select the agency and you will be able to continue.
Select an appointment location.

Select an appointment date.

Select Services Needed. Services are available based upon the
contract with that provider. They include: Earnfare, Snap2Success,
SNAP Job Placement, SNAP Special Projects, SNAP Supportive
Services, TANF JP, TANF Supportive Services, Work First.

Select the Refer From agency if you have access to more than one.
Add any additional notes.

Mark whether if the customer is receiving SNAP and if they are
Eligible for E&T services.

Click
Submit. L ISETS CUSTOMER FORMS

. Overview  Intake/Referral  IEP/Case Management  Customer Forms  Summary Tools
Print the
referral CUSTOMER FORMS
form for REFERRALS
th e Email ppenny@noemail com )

poB/oET Other m:;‘e"al

customer. User Name 5bar ") ReferredTo Referredfrom  Notes  Added form  Status

Last 4 SSN 1003

Individual Number 771771002

Redetermination Date
10/5/2021

1 Haymarket

o 2 Lower North - Cook
County

Asian Human
Services

Asian Human
Services

8/24/2021 Print

5/5/2021 print Accepted

Showing 1 to 3 of 3 entries

- 10:00 AM

Frink 2151 Referral Form for Custarner
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Approve / Reject Referrals

1. View the referrals to your location. From the
ISETS Dashboard, click on the Referrals and
Redetermination section of the dashboard.

2. Click the list view. Find the section: Reverse
Referrals to FCRC: Unduplicated Customer
Count

3. Click the number next to Reverse Referrals
Pending IDHS Response or Reverse Referrals
Pending IDHS Response over 48 hours. This
will yield a list of customer names.

Intake & Referral Instructions — DHS Staff
January 2023 v4

RECRUITED
NUIMBER OF UNDUPLICATED CUSTOMERS REFERRED: 14
DATA FOR® FY22

6 FCRC Referrals to Providers: Unduplicated Customers Count

6 Provider has not responded to FCRC Referral €

0 Client Services Initiated €@

0 No Contact from Client @

1 Referral Rejected @

24 Total FCRC Referrals to Providers

9 Reverse Referrals to FCRC: Unduplicated Customer Count
8 Reverse Referrals Pending IDHS Response
7 Reverse Referrals Pending IDHS Response over 48 hours @
9 Reverse Referrals with IDHS Response €
0 Eligible for E&T Services @
0 Not Eligible for E&T Services @
7 Total Reverse Referrals to FCRC

4 Provider Referrals to Other Providers: Unduplicated Customer Count
ded to Referral €
hin 48 hours of referral date @

Services
0 No contact from Client €
0 Referral Rejected @
7 Total Provider Referrals to Other Providers

0 Referral Not Required to Enrolled with FCRC

hin 48 Hours of Orientation Date €

2
Lo

Rocustoains ARCROURS G B il W ® S, FUTCANG.

Sefect 2 Provider - Frz

SHAP Jofr Flacement Slaty, v Perlosmance Goals

mizared o the pregrem g als 1=r tha huzal yoar.
el

mapet & Frp e P Farmis 4 dtie iy FAscaten Frpazger Brsnrion ey

Ml ol = Coeedds 220 beets BB raile

RECRUITED
ALIBER OF U

Lustomers Referred =

ODASHBOARDS - 4lh CUSTOMERS @l | HI, GPARTNER~

Provider Enrollment Date Benefit Status
As Lower North - Caok 57572021 Enralled
I Azl h-Cock  5/11/2021 Enralled
8reanna Lower Nerth - Cock  8/20/2021 Enraiid
County
Showing 110 3 of 1 entries Brevia. ™
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4. Click the customer last name to open
the customer profile.

5. Click the Referrals header on the
overview page.

6. Click the number by the referral to
the FCRC.

7. Check dates for when clients status
updates were completed.

8. Mark if customer is receiving SNAP
and if they are eligible for E&T
services.

9. If the customer is Earnfare include in
the Other Notes the amount of
money to be worked off. That will be
entered on the customer's Overview
tab.

10. Click Respond

Intake & Referral Instructions — DHS Staff
January 2023 v4

& [SETS OVERVIEW

Overview Intake/Referral EP/Case Managemeant Customer Forms Summiary Tools

OVERVIEW

Email
breannaking stusercom Add Referral

User Mame 2ing Referred Other Raferral
# Referred To From Notes Added Farm Status
Lost 4 SSN 2202 1 Lawer North - Asian Human 8/25/2021 Print Pending
emnran CookCounty  Senices
Individual Mumber 100257253
2 Asian Human £/20/2021 Print
Redetermination Date Services

0r20

Shaming 1 ta 2 of 2 entriss

E&T Provider Lowe horth -

FCRE Pencing

Program Enrollment /4
Redetermination Date:

[ E&T Status:

Refer To Provider FCRC (Reverse Referral)

North Suburban - Cook County - 15.1

Provider Response

Status: O Client Assessment Completed

(O Client Placed on Waiting List

O Client Services Initiated

O No Contact From Client

(O Referral Rejected

Provider Notes:

miles
Participant Wayne, John
Being Referred:
Participant JWayne1
Username:
Participant 7/10/1979
Birthday:
Status: Client Assessment 6/15/2022 6/17/2022
Completed
Client Placed on Waiting
List
Refer From: Asian Human Services
Refer From ISETS 6Partner
Marked By:
Refer From Date 6/21/2022
Marked:
Service Needed: Earnfare
SNAP 2 Success
SNAP Job Placement
SNAP Special Projects
Other Notes:
)
DHS RESPONSE
Receives SNAP: Yes ' No
Receives SNAP Marked By: Not Yet Marked
Date Marked: Not Yet Marked
Eligible for E&T Services: Yes'  No
Eligible for E&T Services Marked By: Not Yet Marked
Date Marked: Not Yet Marked

Active Customer Consent for the provider selected has been found:
Customer Name: John Wayne

Customer Username: JWayne1

Consent Date: 6/21/2022

Print 2151 Referral Form for Customer
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Clients Placed on Waiting List

On the referral form, the service/activity provider marks whether the client is placed on a waiting list.

Clients should remain on the waiting list for no more than 14 days before a follow-up action is taken.

Intake & Referral Instructions — DHS Staff
January 2023 v4

Send Referral to an Other Provider

1. Select Your Next Step click on
Send/Reply Referrals

2. Click on Add Referral.

3. The Referral form modal opens. Select
which type you want to Other Provider.

4. Select an approved provider. Select the
organization from the dropdown list
sorted by closest to furthest away.

5. Complete the Customer Consent form by
entering the customer username and
customer password. Check the box after
the customer reads and agrees to the
terms. Then click Submit Consent. Note:

SISETS s

Owverview Intake/Referral

INTAKE/REFERRAL

Profile: Anna Wackerlin

Email sneanoemal 734 com
DOB 7/10/1979

User Mame &40ackar o
Last 4 S5N 1544

Individual Number 707797944

Redetermination Date

E&T Provider |cwer Morth -

FCRC Unassignad

Program Enrellment 1/%

@ DASHEOARDS - Ak CUSTOMERS

Customer Forms  Summary Tools

Status * Secreening Date  MNeeds Assessment Date

Needs Assessment Complete  8/19/2021 81972021

Wil | L SPARTNER-

ISETS INTAKE/REFERRAL

|ElYCase Management

CASE NOTES(0)

If you are not automatically redirected

back to the referral form, Click Add Referral again to select the

agency and you will be able to continue.

Add the status of your progress with the customer.
Add any additional notes.

. Click Submit.

Print the referral form for the customer.

© 0N o

Select the Refer From agency if you have access to more than one.

Send/Reply
L Referals
CONSENT

Customer Forms - Referral
Another location for the referral
forms to be found is in the
Customer Forms section of the

Overview Intake/Referral IEP/Case Management

CUSTOMER FORMS

Profile: Ann Fleming

Email
annfleming@noemail1234.com

customer profile. The process is the
exact same. This is just another
option to create/access.

DOB 10/6/1976

REFERRALS

“ # Referred To

Customer Forms Summary Tools

Referred From Other Notes  Added

& ISETS CUSTOMER FORMS

Add Referral

Referral Form  Status

1
User Name AFleming <

Asian Human Services

Lower North - Cook County 8/2/2021

Print

Last 4 SSN 1923

Individual Number 791721923

Redetermination Date

10/5/2051

Showing 1 to 2 of 2 entries

10
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Alternate Log-in options

Go to https://illinoisworknet.com

Log-in with username and password

Click dropdown by “My Dashboard”

Click the ISETS Icon on the Partner Tools side of the screen.
Select ISETS group

Follow the instructions on page 2.

Go to https://www.illinoisworknet.com/isetspartners

Click ISETS Dashboard and Partner Tools
Log-in with your username and password

Follow the instructions on page 2.

Intake & Referral Instructions — DHS Staff
January 2023 v4

2 Messages (177) M Bookmarks  4PResumes  *Skills & Interests

® 6 & @ ® @

My Dashboard

Dashboard Profile Password Customer Support Service Finder  Success Stories Admin
Center Administration
Messages Bookmarks Assessments Event Calendar Admin WIOA Contract Incumbent Worker
Reporting Tracking System (IWTS)
G 5
NS \
Interests Employment 101 Resumes GPEAK Contact Us Admin  Illinois Employment
Business System (IEES)
= N =
H ) (aiears s
= S zge)

Disability Estimator ~ Career Plan Tools virtual job Fair Illinols Performance More Tools ISETS
Accountability &
Transparency System
ﬁ (IPATS)
Attendance
\
— 4
=] T, ® L 2
workMNet Search Espanol Users Share
7y CENTER

amerCanjobcenter

# My Dashboard

B Messages (177) M Bookmarks  4PResumes  %Skills & Interests

ISETS PARTNER GUIDE

B« o Workcorce & Education Partner Resources

This guide is intended 1o be used by Workfarce Partners participating in the lllinois SNAP Employment & Training

@ 1567 Dashboards and Partner Tools [SS T ———r—

Infographic: What you need to know about the 2021 Launch

ALL RESOURCES

AN =
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