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Purpose and Users

Purpose

Provider Information
January 2023 v3

The Provider Information section of the ISETS helps grantees add, track and follow items related to the grant
and the agency. This area does not deal with specific customers. Tabs may vary based upon the grant

parameters.

Users

e User access is dependent upon the parameters of the grant. Check your grant details to see what you

have access to view or edit.
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HI, 6PARTNER ~
MY PARTNER DASHBOARD
MY TRAINING
2 GROUPS

Bl WORKSITE PLACEMENT

@ HELP REQUEST

E—
QISETS sy © DASHBOARDS~ 488 CUSTOMERS &
Appointments File Uploads ISETS Provider Details ISETS E&T Programs Case Notes
Project Select a Project v
Provider Select a Provider v
Appointments
Name/Location Notes Details

Go to www.illinoisworknet.com and log in to your account.

1. Goto My Dashboard and select ISETS.
2. Select Provider Information. The partially open folder icon.

Appointments

B

. L GISETS
For agencies who require intake

appointments, follow these
instructions:

Appointments File Uploads ISETS Provider Details

Project 1SETS

1. Select the Project and select
Provider if you have access to
more than one provider.

2. Filter to see locations for the
project/agency.

3. Add Appointment Site if a

Program SNAP Job Placement

Provider
Asian Human Services

Add Appointment Site Reset Filters

Appointments

'@ PROVIDER INFO

ISETS E&T Programs

© DASHBOARDS~  48% CUSTOMERS & lll | HI, 6PARTNER -

Case Notes

new location is required.
a. Name the location

Show entries
Name/Location Notes “ Details
main office bring an ID, a mask, referral form Edit Schedule
downstairs location bring an 1D, mask, and referral m—

b. Add instructions for the location i.e., Bring an I.D., bring referral form

4. Edit Site — make any changes to the Appointment Site information
5. Edit Schedule — add scheduled appointments.
a. Add Appointment —
i.  Pick adayon the calendar,
ii. Toggle the time, (hours are automatically given one hour)
iii.  Edit the end time,
iv.  Select the number of openings.
v. Select Add Appointment
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File Uploads
These are typically files that are CISETS e ODASHBOARDS~ 44 CUSTOMERS & ill | HI, GPARTNER~
associated with your agency, grant or B PROVIDER INFO
Staff - NOT indiVid ual CUStomers' Appointments File Uploads ISETS Provider Details ISETS E&T Programs Case Notes
1. Select the Project and select | "™ soeceroen v
Provider

Select a Provider

Provider if you have access
to more than one provider.

2. Click U pload File Download Forms from ISETS Partner Resources
3. Select type of upload File Uploads
ca tego ry Date File Name Description

4. Select a file to upload

Category Uploaded By Remove

5. Add a description of the file so that each file doesn’t
have to be opened.
6. Click the Upload button.

UPLOAD FILE

Category
--Select-- v

File

Choose File |No file chosen

File Types Accepted: xls, xlsx,.pdf.doc,.docx

Description

Upload
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ISETS Provider Details

This tab represents grant specific information. Access is granted to partners participating
in that grant. Access to edit information is granted by user type. Items in the tables can
be filtered by clicking the column header.

1.

Select the Project and select Provider if you have access to more than one
provider.

Add New Provider allows a new grantee to be added to the
system.(Available only to specific partner status)

Associated Contracts - Contract information is added or updated. Program
Manager, Provider Manager and Super Admin

Audits

Locations — are based upon information added in the service finder.

E&T programs — information related to contracts and the programs offered
by the provider.

Worksites are associated with where worksite placements are offered.
Services — those services associated with the provider and the specific
program. Agencies may be able to add or delete based upon use.

Provider Information
January 2023 v3

Workforce Development

Provider Managers (DHS)

Program Manager (CBO)

View contract

View contracts

Edit Contracts

Edit Programs

Edit Programs

Edit Programs

View Worksites

View Worksites

Edit Worksites

View Services/Activities

Remove Services

View Services/Activities

Contract Information

The grant manager enters the initial contract information. The provider program manager

and the grant manager have the ability to update the contract information.

Location

Each provider partner should have at least one location added. Programs are assigned by location. DHS uses distance
from program to participant as one factor to match when making a referral to a partner agency. Work with the lllinois
workNet project manager to have an initial location assigned.

Audits

Periodic audits of the program/contract will be added in this table.

E&T Programs

May be accessed from this section of the overview page, or on the following tab. See more below.

Worksites

Are kept in a table in this section. The actual information is maintained in the Worksite Placement section found in the
dropdown menu by the partners login.

Services

Services and Activities are defined in the E&T program offerings. There are four choices: Activities / Other E&T Activities,
Support Services, and Referral to Services.
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Items in the tables can be filtered by clicking the column header. Information can be searched by Program, Provider,
Contract Number or Fiscal Year and then selecting a program. Based upon user access levels, information may be edited,

or the item may be removed.

1. Select ISETS E&T Programs tab
2. Edit the program
a. Option 1 —select Program /
i. Filter
i. Click Edit by the appropriate
program.
b. Option 2 —select Provider
i. Filter

-

pd

©DASHBOARDS- & CUSTOMERS 48 GROUPS & B w m

&-PROVIDER INFO

HI, DREINHARDT

ii. Click Edit by the appropriat

program.

Appointments  File Uploads  ISETS Provider Details  ISETS E&T Programs  Case Notes  Grantee Details  Training Programs
Search ® Program O Provider O Contract Number O Fiscal Year
by
Program SNAP 2 Success v
Show entries
Program Contract Fiscal  Location Program Program Training Other Options
Name Provider Number Year Name Schedule Offering Activities Training
SNAP 2 Revolution  FCSAGO4847-3 None Edit -
& ODASHBOARDS~ & CUSTOMERS #8GROUPS & & B il @ X | HI, DREINHARDT~

W PROVIDER INFO

MNgointments  File Uploads  ISETS Provider Details  ISETS E&T Programs  CaseNotes  Grantee Details  Training Programs
Search O Program ® Provider O Contract Number O Fiscal Year
by
Provider Select a Provider N
Select a Provider
ABE Customer Care Call Center - 1055 175th St, Ste 202 Homewood IL 60430
Able Career Institute/IT Career Lab - 567 W. Lake St. Ste 1150 Chicago IL 60661
Adams (Satalite Office) - 2005 L US | lwy #136 Carthage IL - N
Program Adams County - 300 Maine St, 2nd Floor Quincy IL 62301 Tri'j""? Oﬂfet Options
Name Asian Human Services - 4820 N. Broadway Chicago IL 60640 Activities Training o
Asian Human Services of Chicago - 4753 North Broadway, Suite #700 Chicago IL 60640-4995
Aunt Martha's Youth Svc Ctr Inc. - 440 Forest Blvd. Park Forest IL 60466
& ODASHBOARDS~ R CUSTOMERS 4MtGROuPs & & B il @ = ‘ HI, DREINHARDT ~

' PROVIDER INFO

Appointments  File Uploads  ISETS Provider Details  ISETS E&T Programs  Case Notes  Grantee Details  Training Programs
Search O Program ® Provider O Contract Number O Fiscal Year
by
Provider Able Career Institute/IT Career Lab - 567 \W. Lake St. Ste 1150 Chicag v
Show entries
Program Contract Fiscal  Location Program Program Training Other Options
Name Provider  Number Year Name Schedule Offering Activities Training
SNAP 2 Able FCSAGO4847-1 None Edit -
Success Career Remove
Institute/IT
Career Lab
Showing 1 to 1 of 1 entries previous | 1 Next

© 2022 - lllinois workNet® - V: 23.0
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3. On the program page: ».:‘“, ©DASHBOARDS~ & CUSTOMERS A GROUPS & & il @ X | HI, DREINHAR
a. Program Admin staff will have added @ PROVIDER INFO
the baSiC information: contract and Appointments  File Uploads  ISETS Provider Details  ISETS E&T Programs  Case Notes  Grantee Details  Training Programs

program. Select a location. (If you do A Program nformaton
not have a location listed, follow the

. . . . rovider Name: ble Career Institute, areer Lab hat training activities does this program offer?
directions for the Service Finder e T e Wk tarenee
ontract Number FCSAG04847-1 v O JR - Job Readiness
Tool.) or contact Help Request to S 051 Supenised o Serch
. . Select ¥ VT - Vocational Training
create the agency location. S 86 - Basc Eccaton
. rogram Name SNAP 2 Success v (ABE/GED/Bridge)

b. If the Fiscal Year was not selected, e - D - Communiy vorire

select the appropriate year. This program offers: O q3ining & Job Placement Services anEQbEs:ztuzlsg;nen[ e

c. Check all appropriate boxes for how O Only Job Placement Snices D1 - J0b Sl Tining

® None of the above CJPAU - Pre-Apprenticeship

the program is offered, types of Wht othr raining does this program offe?

o ey . . O offer Computer/Digital Literacy Training
activities, other training O employabilty Skl

How is this program offered?

opportunities, and whether the S fl i

program is full-time or part-time. e
d. Enter a program description.
e. Add a Target Occupation using the
look-up functionality of the modal program Descipton: (5 2 1 a1 2 o | a2 o o e e - al.

window.

f. Click Save and Go to Next Page.

g. Check the appropriate boxes to add
criteria that will help match
participants to the program when
DHS makes a referral to the agency. Show 10 ~Jeries e [

h. Click Einish. : soccon P code

Showing 0 to 0 of 0 entries ADD TARGET OCCUPATION

First, lookup SOC Codes and Occupations

. - Second, lookup CIP Codes
g © DASHBOARDS~ & CUSTOMERS 44 GROUPS & & B il o= ‘ HI, DREINHARDT~
-— SOC Code
MyPROVIDER INFO
Occupation
Appointments  File Uploads  ISETS Provider Details  ISETS E&T Programs ~ Case Notes  Grantee Details  Training Programs
CIP Code

Add Program Information Add Recommended Criteria

- 3

ADD RECOMMENDATION CRITERIA FOR ABLE CAREER INSTITUTE/IT CAREER LAB

RECOMMENDED CRITERIA 2nd Page
Skills
What type of work related skills would be a good match for this program? Participants that would be a good match for this program may be good at the
O Technology following school subjects:
[ Mechanical/Trades O Math
O Administrative O Reading/English
) Care-taking O Social Studies
O Leadership/Management O Gym/Sports
O sales O Art/Music
[ Teaching/Training Others [ Trade/Shop
O Art/Music O Computer Science
O Food Preparation/Service [ Chemistry
O Customer Service/Retail O Business
O Cleaning/Facility Maintenance O Biology
(0 Financial/Math/Accounting O Engineering
O History
[ Chess

O Debate

Interests
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Case Notes QISETS k;‘,_:_r_w‘:" ODASHBOARDS~ 4% CUSTOMERS & il | HI, DIWRKDEV~
These are typically case notes associated with your
agency, grant or staff — NOT individual customers.

@wPROVIDER INFO

Appointments  File Uploads  ISETS Provider Details  ISETS E&T Programs ~ Case Notes

Project \SETS .

Program SNAP Job Placement v

Select Project

Select Program _—
g' Rt s
Select Provider

Select Add Case Note Show (50 ]enves e [
a. Select a task about which the case i T e e e e
. . . Services be about the and Email 237PM
note is being written.

Participants

Provider
Asian Human Services v

PwnNE

should not be a

Type a subject :

Em|

ADD CASE NOTE x

Type a message o

age

d. Select how the case note is to be N N
saved. =5 B—
e. If being sent as a message, select to whom the message is to
be sent.
f. Select Add Case Note at the bottom. !

5. Filter at the top of any column to sort.

o

Contact Date

Send Case Note As: Send Message/Email to;

O s linois workNst Message O llincis workiet Team
O Mar 10prgmegr

O s linois workNt Messge and Emai O prov 10pmar

O Mgr 11prgmegr

O prov 11pumar

O Mg 12prgmigr

Username Menu

My Partner Dashboard
This links to the lllinois workNet personal dashboard of the logged in user.

My Training
Connects to training videos associated with the program in which the partner
is working.

MY PARTNER DASHBOARD

MY TRAINING

Groups
Returns the user to the initial group menu in the event the user has access to
more than one project.

2B crOUPS

B WORKSITE PLACEMENT
Worksite Placement

Links to the Worksite Placement dashboard to add worksites and payroll @ HELP REQUEST
associated with a project/program.

Help Request
Links to the help desk ticketing system where users may report issues
happening in the system.

ILLINOCIS WORKNET

Wi MESSAGES

[llinois workNet
Returns the user to the main lllinois workNet page. LOG OFF

IWN Messages
Links the user to messages sent in case notes and messaging within lllinois workNet.

LOG OFF
Allows you to log out of ISETS or lllinois workNet.
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