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Purpose:

In Customer Groups, the agency has access to update and maintain Provider Information. The Grantee Details is
a place to maintain current grant information, along with Training Program Information and Worksite
Placement Information.

Who Enters/Maintains Data

Grantee/Provider Staff enters local demographic information, training program information,
employers, worksite information, placements, and uploads payroll.

State Level Staff enters initial grant number, start and end date, grant amount, technical assistance
contact, and projected enrollment.

Access Provider Info

vk wn e

Log into www.illinoisworknet.com.
Select My Dashboard and select Customer Support Center.
Select Provider Info (hover over the folder icon it says Resources)
Select the specific project
Select the provider if access is granted to more than one agency.
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Appointments

A program may use the Appointments feature to schedule appointments with a partner agency.
Agencies will:

1. Add Appointment Site locations including details required for the appointment.

2. Edit Schedule button - Add Appointment Schedule by selecting the button.

3. Edit Site — allows the agency to update information about the appointment location.

PROVIDER INFO ADD APPOINTMENT SITE
Appointments  File Uploads  Grantee Details  Training Programs
Name or location of appointment site *
Project
Select v
Provider Details or instructions for appeintment site *
Select v
Add Appointment Site | 4
wa— » _
— >
Name/Location Notes * Details
o EDIT APPOINTMENT SITE
LWIA ## go here do this bring that

Jim Potts go here do this bring that Edit Schedule Name or location of appointment site *

LWIA ##

Intake Review Appointment location what to bring
Details or instructions for appointment site *
Natasha Telger Meeting Times Please park ...... Make sure you e e go here
bring, gc tmi‘

'-.-PROV|DER INFO °4S B ADD APPOINTMENT

Appointments  File Uploads  Grantee Details  Training Programs

Return to Schedule List
EDIT SCHEDULE FOR LWIA ## Appoinmenténd Time"

Calendar Add Appointment

Date Time Number of Openings Details

[eLEl Add Appointment

© 2020 - lllinois workNet®

File Uploads
A program may require an agency to upload certain documents, examples may include:
e Memorandum of Understanding (MOU) with training providers.

o Worksite Agreements with subsidized wage placement worksites.
e Certificates of Completion for staff training requirements.
e Grant documents
'@y PROVIDER INFO
These documents can be Appointments  File Uploads  Grantee Details  Training Programs

uploaded in this Pt
section and should be
labeled appropriately
and include a
description for easy

access by state users.

CYEP

Provider
Austin Peoples Action Center

File Uploaded Successfully!

Show entries

Date File Name *  Description Uploaded By Remove

12/31/2020 Option A1.pdf Marketing flyer WPP Train10

Remove

Showing 1 to 1 of 1 entries Previous

@ 2020 - lllinois workNet®
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Grantee Details
Details for each grant tracked within lllinois workNet provide specific information.
e Pick the Project from the dropdown

e Pick the Provider/Grantee from the dropdown

e Click Select
e Print allows you to print everything on that page.

Provider Information
December 2020 v4

W PROVIDER INFO

Appointments File Uploads Grantee Details Training Programs

Project *

Provider/Grantes

Apprenticeship lllinois

Apprenticeship lllinois - ABC Location

e [

Grantee Info

TA Contact Info

Total Projected Enrcliment 0
0

Total Actual Enrollment e

0

Scope Overview

Grantee Address

123 Test Lane Testville, L 62704
Grantee Program Name

Pregram Start Date

CASE NOT

ES(O)a

(H. } N

e Click Edit to change Grantee information

O
O
O
O

@)

address,

program name,

target population,

LWIA (Local Workforce Innovation Area)
and

Scope Overview

e Click Save when finished.

TA Contact

TA Contact Info

Totsl Projected Enraliment €
0

Total Actual Enrollment €

0

Scope Overview

123 Test Lane
ity *

Testuille
1P Code *

62704

Grantee Program Name

Program Start Date

Target Population

Select

WiA
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Associated Grants
Agencies or State Level Staff can
add grant information to the f‘fifﬁED GRANTS
details page including the number Number StartDate  * EndDate Grant Amount Scheduled Participants _ Actual
of scheduled participants. The 123 12/172020 12772020 s1i00000
grant information pulls actual w0 /2020 6/30/2021 527500000 2
participants from the enrollment Showing 1 10 2 of 2 enties
row on a program dashboard. fonneR
e C(Click the Add Grant button to

add information as seen in the modal window.
e Click Save after information is added.
e Click the grant number to update information.
e Click Remove to remove the grant information.
Staff Completing Required Training —
Agencies or grant administrators N -

. . STAFF THAT COMPLETED THE REQUIRED TRAINING
may require that a specific

training be obtained by agency

Staff pa rt|c| pat| ng |n a gra nt First Name Middle Name *  Last Name Completed Date Skill Name Training Completed
program. Agencies can add users Myton e e ooyt e
who have completed training in Showing 1 to 1 of 1 entries ADD STAFF TRAINING COMPLETED

this section.

e C(Click Add Staff to enter the information in the modal window.

e Click Save when completed.

e Click the first name to edit or update information.

e Click Remove to remove the staff person information.

* Asnew trainings are required, they will be added to the checklist.
Upload certificates of completion to the File Uploads tab.

First Name"
Middle Name
Last Name”

Completed Date

Training Skill*
O Casey Life Skills

S m
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Training Programs —

Provider Information
December 2020 v4

. . TRAINING PROGRAMS
If the grant with which the e
agency is working offers specific brogram . Provider  Length of

. . . ame ame rainin, e ocation redentials redential Institution
training programs, add or edit the teme X Tl Type | el credent Credental It

Construction  Test 3 weeks N/A 360 Wylie Drive, Suite 305 * Earns LEED Green * Green Business

1 1 1 H Tall Provider Normal, IL 61761 Associate Certification Inc.
information. Click Edit Training L L Comifcatonn
Program Information button. The fosoce cericstonne
screen red | reCtS tO the Tra | n | ng Food Service  Test 10 weeks Career 861 Toronto Rd Springfield, IL

Program tab at the top of the

Healthca

Provider Info section.
e To edit information already in the list
click Edit — Remove in the Options

column.

e Click Add Program to add new
program.

¢ Review the instructions if necessary.
Complete the required fields (three
total pages), at the end click Finish.

Worksites
Worksite Placement Information is tracked in
this section. Edits redirect to the Worksite

Appointments  File Uploads  Grantee Details  Training Programs
Project

Youth Apprenticeship ~
Providh

Youth Build McLean County ~

s

Program Name * Length Of Program ~ Approval Status ~ Projected Participants ~ Actual Enrollment ~ Contact Name ~ Options @
A Construction 3 weeks Pending 45 2 WPP Train10 Edit
A Food Service 10 weeks Pending 5 0 WPP Train10 Edit -
A Healthcare 5 weeks Pending 20 =
A Hotel 20 weeks Pending 17 ) 7o
A Machine 3 weeks Pending 6
A Mig Ren 26 weeks Pending 40
A Radio 4 weeks Pending 19
Showing 1to 7 of 7 entries o s |

© 2020 - lllinois workNet®

Placement section of the Customer Support Center. Check instructions on the
program’s partner resources page for updating worksite placement.

WORKSITES Edit Worksite Placement Information
Full Time Part Time
B Total Positions Positions
Employer ‘Worksite Job Title Job Type Wages Openings Filled Filled Length
Dee's Dogs Dee's Dogs Dog Trainer Permanent $12.00 10 2 5 N/A
Employment
Do Art Do Art Light Truck or Delivery Permanent §1250 10 2 5 N/A
Differently Differently Services Drivers Employment
Double E Double E Computer Programmers Permanant $15.00 10 5 4 N/A
Employment
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Services

These items are services provided to

program participants from your grant. They

are added in the participant’s Career Plan.

Services may be pre-populated based upon

the parameters of the grant. Services may

be added or deleted based upon whether
the agency will use a service or will never
provide a service.

e Click Edit Services to Use on Career
Plans to view the list of services
available from which to select for
addition to the agency list.

e Click the red X to remove a service that
will never be offered.

e Services can be filtered by type of
service i.e., training, career.

e If the agency needs to add a service
that is not represented, contact your
Illinois workNet grant representative by
email with the details.

Case Notes

Send communication to Commerce about

grantee updates and requests. This

provides a history of the discussion as well

as sends a message/email to selected

recipients.

e Click Add Case Note

e Complete the fields in the modal
window.

e Click Add Case Note

e Completed Case Notes show in a list.

Provider Information

and literacy classes. (ABE)

SERVICES Edit Services to Use on Career Plans
Category Name *  Description Remove
N/A Attend a pre-training Pre-training assessment programs help providers identify your current skills so they can start youin the right place %

assessment. within a training program.
N/A Attend adult education  Adult Education programs can help you get the basic skills you need to be a more productive x

worker or to obtain your GED. These programs focus on basic skills such as reading, writing,
math, leaming English, and problem-solving.

N/A Attend an afterschool These programs are there to help you succeed. They may offer programs such as: x
program. + Help with homewark
+  Field trips

+ Foreign language or computer classes
+ Organized group activities
+ Community service

ADD SERVICE

Academic / Training / Career

O nNA
O nNA

O N/A

Appointments File Uploads

CYEP

Provider/Grantee
: Austin Peoples Action Center

General

12/30/2020

Sample Case Note

This is a provider information case note.

Grantee Details

Save as case note without sending a message/email WPP Train

Service Type
All v
Add Category Service * Description
[m] Youth Service Element Anger management / conflict Participate in anger management /

resolution conflict resolution worksh...

See More

Attend a pre-training
assessment.

Pre-training assessment programs help
providers identify you...

See More

Attend adult education and
literacy classes. (ABE)

Adult Education programs can help you
get the basic skills y...

See More

Attend an afterschool program. These programs are there to help you
succeed. They may offe...

Sas Mara

PROVIDER INFO

Training Programs

CASE NOTES(2)*™

Add Case Note [ S(€[s:]

ADD CASE NOTE

Contact Date

= 12/30/2020

Send Case Note As:
QO a

Send Message/Email to:

Net llingis workNet Team

Net

O Save as case note without sending a
message/emai

Add Case Note
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