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Purpose: 

The purpose of these transfer tools within the CEJA reporting system is to manage and track transfer 
program inquiries by directing them to either non-CEJA programs or CEJA programs or placing them on a 
waitlist for a CEJA program. Additionally, it facilitates the transfer of inquiries/applicants from a waitlist 
to alternative CEJA grantees or navigators, ensuring a streamlined and organized process. 

Who Enters/Maintains Data 

• Grantees and Navigators will have the ability to initiate and respond to transfer requests. 

Access CEJA Reporting System 

1. Log into www.illinoisworknet.com 
2. Select My Dashboard 
3. Select Customer Support Center under Partner Tools. 
4. Select Groups in the top menu 
5. Select the group CEJA/FEJA Programs. 

 
 

Initiate a Transfer Request When Adding a Customer 
If the customer is already in the CEJA Reporting System with another grantee/provider, when you 
submit the information from the Add Customer window, you will see the following screen: 

 

To initiate the transfer request: 

1. Check the box next to “Notify existing provider that the customer is requesting to enroll with my 

http://www.illinoisworknet.com/
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organization.  
2. Select your organization from the Navigator or Provider dropdown (Note: Only one may be 

selected if you have access to both Navigator and Provider roles). 
3. Enter a Reason for Request. 
4. Then click the Save button. 

 

 

 
You will then see a prompt that the request has been sent: 
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Notification to Respond to Transfer Requests 
Once the request has been submitted, the customer will appear in the other navigator or grantee’s row 
for “Respond to Transfer Requests”. The navigator/grantee should check the dashboard daily. 

 

When they select the hyperlinked number in that row, a new tab will open with a list of the customer(s) 
who have been requested for transfer.  

 

Respond to Transfers of Customers with Inquiry Status 
If they have an Inquiry status, a navigator/grantee may respond: 

1. Select the customer’s name from the list. 
2. In the prescreen window that opens, select the button to respond to the inquiry request. 
3. Select Accept to transfer the customer to the new navigator/grantee or Reject to keep the 

customer in your customer list. 
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Respond to Transfers of Customers with Prescreening or Applicant Status 
If they have a Prescreening or Applicant status, a navigator/grantee may respond: 

1. Select the customer’s name from the list. 
2. Select the Intake tab. 
3. Select the button Respond to Request. 
4. Select the button accept to transfer the customer to the new or reject to keep that customer in 

your customer list 
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Initiate a Transfer for a Customer with a status of Prescreening or Applicant 
If you would like to refer a customer to a Navigator, a different provider, or a sub-grantee, select their 
name from the customer list and then select the Intake tab. 

1. Scroll to the Customer Status section. 
2. Check the box for “Transfer Customer to a different navigator/grantee. 

a. Note: This will also display sub-navigators and sub-grantees 
3. Select from the program and grantee dropdowns. 
4. Enter text into the Reason for Request field. 
5. Select the button Submit Transfer. 
6. The system will then display a confirmation message that the transfer has been requested. 
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Pending customer transfers populate your dashboard. If the grantee/navigator organization has not 
responded to the request, contact your Regional Administrator for assistance. 

 

Accept a Transfer for a Customer with a status of Prescreening or Applicant 
When another organization initiates a transfer request for a customer with a Prescreening or Applicant 
status, staff who have access to the CEJA Reporting System will receive an email. The email will include 
the name of the organization and customer. The customer’s name will be linked. Select the link and be 
taken to the customer’s Intake tab. 

 

 

Select the button Respond to Request: 
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• If you select Accept, then the customer will appear in your customer list. 
• If you select Reject, then the customer will remain in the customer list of the organization that 

initiated the transfer request. 
• If you select Close, then the transfer request will remain pending for the initiating organization. 

 

If you have any questions about customer requests while working with other organizations, contact your 
Regional Administrator. 
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