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NAVIGATORS REPORTING SYSTEM 
WORK PLAN & MONTHLY REPORT

Work Plan

Review Dashboard & Related Data

Set up

Review Dashboard

Enter Monthly Narrative and Success StoriesNarrative Report

Meet with Grantees to Coordinate Updating Data in the 
System  

Next Steps



SET UP WORK PLAN PROJECT NARRATIVE

Notes:
• Project Overview is the Project Summary 

(The name will be updated in the system.) 
• The grant number is not required.   



SET UP WORK PLAN 
ACTIVITIES & OUTCOMES

• Year two work plan planned numbers should be 
cumulative for years one and two.

• Data points that impact the report:
• Planned numbers populate the Dashboard



MONTHLY REPORT /
PLANNED vs  ACTUAL

 • Filter by Grantee, Subgrantee, and Timeframe
• Planned numbers are populated by the most 

recent work plan
• The numbers link to a filter list of results
• Show/Hide links to see employer and program 

names related to the reporting line



REPORT SECTION: OUTREACH & PARTNERSHIPS

CEJA ET Navigator: Work Plan & Monthly Report/Planned vs Actual Dashboard (PDF ​​)

https://www.illinoisworknet.com/partners/Documents/Climate%20Works/CEJA%20Navigator%20Work%20Plan.pdf


OUTREACH & PARTNERSHIPS SECTION: 
PARTNER ENGAGEMENT & MANAGEMENT 
OUTREACH TAB

• Outreach refers to recruitment.
• Subgrantees use this tab and NOT the 

engagement tab to enter outreach events
• When entering cold calls, add one outreach 

event and continue to update the attendee 
number and add a note.

• Data points that impact the report:
• Total number of outreach events with 

an event date on or between the filter 
dates

• Total number of attendees for all 
outreach events with an event date on 
or between the filter dates



OUTREACH & PARTNERSHIPS SECTION: 
PARTNER ENGAGEMENT & MANAGEMENT 
PARTNERS TAB

• Data points that impact the report:
• Partners need to be added to the 

system to enter engagements.



OUTREACH & PARTNERSHIPS SECTION: 
PARTNER ENGAGEMENT & MANAGEMENT 
ENGAGEMENTS TAB

• Engagements refer to engagements 
related to working with a partner

• Data points that impact the report:
• Total number of engagements with 

a date on or between the filter 
dates

• List of employer/apprenticeship/ 
industry names from data in the 
Partner and Engagement & 
Management: Engagement tab. 



REPORT SECTION: SERVICE DELIVERY

CEJA ET Navigator: Work Plan & Monthly Report/Planned vs Actual Dashboard (PDF ​​)

https://www.illinoisworknet.com/partners/Documents/Climate%20Works/CEJA%20Navigator%20Work%20Plan.pdf


SERVICE DELIVERY 
SECTION: INTAKE TAB

Data points that impact the report:
• Inquiry/Prescreening

• Total number of people entered in the 
system with an add/inquiry date on or 
between the filter dates

• # of participants who have/have had a 
status of inquiry on/between the filter 
start/end dates and is associated with the 
Contractor Incubator/Accelerator Program.

• # of participants who have/have had a 
status of inquiry on/between the filter 
start/end dates and is associated with 
Referred to nonCEJA Program

• List of programs when the customers have 
been referred to a nonCEJA program. These 
programs include Illinois Works, JTED, Other 
Community College Programs, Other Private 
Training Providers, WIOA Training Programs, 
Workforce Equity Initiative 

• Application information
• # of participants who have/have had a 

status of Applicant for grantee(s) 
on/between the filter start/end dates



SERVICE DELIVERY 
SECTION: INTAKE TAB

Data points that impact the report:
• Customer status

• # of participants who have/have had a 
status of Enrolled for the Climate Works 
Program on/between the filter start/end 
dates

• # of participants who have/have had a 
status of Enrolled for the Workforce Hub 
Program on/between the filter start/end 
dates



REPORT SECTION: CHARACTERISTICS

CEJA ET Navigator: Work Plan & Monthly Report/Planned vs Actual Dashboard (PDF ​​)

https://www.illinoisworknet.com/partners/Documents/Climate%20Works/CEJA%20Navigator%20Work%20Plan.pdf


CHARACTERISTICS 
SECTION: INTAKE TAB

Data points that impact the report:
• Application information

• # of applicants or enrolled participants who 
were identified as a resident of an EJC and/or 
R3 at the time of application

• # of applicants or enrolled participants who 
were identified as a resident of BOTH an EJC or 
R3 at the time of application

• # of applicants or enrolled participants who 
answered yes in either of the following 
application questions: Have you ever been 
incarcerated for a felony or misdemeanor? 
Have you had prior involvement in the criminal 
legal system?

• # of applicants or enrolled participants who 
answered yes to the following application 
question: Are you a graduate of foster care or 
currently in foster care?

• # of applicants or enrolled participants who 
answered yes to the following application 
question: Do you have other barriers to 
employment?

• # of applicants or enrolled participants who 
answered yes to the following application 
question: Are you a displaced energy worker?



NARRATIVE 
REPORT:



NARRATIVE REPORT:



NARRATIVE REPORT: SUCCESS STORIES



THANKS FOR PARTICIPATING!

The Illinois workNet Center System, an American Job Center, is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. All voice telephone 
numbers may be reached by persons using TTY/TDD equipment by calling TTY (800) 526-0844 or 711. This workforce product was funded by a grant awarded by the U.S. Department of Labor’s Employment and 
Training Administration.  For more information please refer to the footer at the bottom of www.illinoisworknet.com.

Next Step – 
We will provide a sign-up sheet so grantees can set up a time to work with the team. The purpose of the 
session is to review data in the system, identify areas to update, provide instruction/demonstrations for 
making updates, and identify next steps to update the information.
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