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REPORTING SYSTEM PARTNER GUIDE

nnau Lo Workforce & Cducation Parlner Resources.

This guide is intended o be used by grantees participating in the FOWA Solar program, This site will be
updated angaing as the projects progress and materiak are needed.

Orily partner accounts that have been granted access will see this progranm listed in their Custarmer
Support Center Graup lisl.

Wiew the COJA Quick Start Guide and Guick SLant Instructions.

ﬁ Access the FIJA Solar Reporting System.

Climate & Equitable
Jobs Act

Access FOA Policy Dacuments

ALL RESOURCES

FEJA Salar Dachbaard Folicies and Procedures
Aroess the FEJA Solar guide and Find the full list of resources,
fratures. Instructions, and retseed polides far
FEA Sakr.

Parmer Toal Updaes
Vicw this page to see the latest
partner taol updaees o the FEMA

Salsr Dashionard ool

FEJA SOLAR REPORTING SYSTEM GUIDE

Add Outreach Events, Partners, and
Engagements

1. Go to the Partner Engagement and Management tal 3

2 Add Owereach and enter required fields

3. Add Partner ai eids

4. Add Engageme quired ficlds
5. Edit Ergagement ani cact Mates

Detailed artner Engagement and Managemen

https://www.illinoisworknet.com/partners/Pages/FEJASolar.aspx



https://www.illinoisworknet.com/partners/Pages/FEJASolar.aspx

GET SET UP IN THE SYSTEM GRANTEE DETAILS

@oasiioarns-. dbcrours L @ B | HL MONICAJONES - SE RVICES
Appointments  FileUploads  Grantos Detsils  Tralning Programs  Compliance Reports [E entries per page
Project * o . A Active
Category Name Description Status delete
Provider/Geanites * E——— e " . X
i s N/A Alumni Networking Alumni Networking Service Yes *®
E3E3 o
Grantee info N/A Assistance with Provide assistance with completing a registered apprenticeship application in the Yes x
completing an construction industry. For program graduates who want to apply for apprenticeship.
apprenticeshi
PP - CEIA:
program application
Proadee/Grantes Nama Gramtes Andress N/A Bridge Training this is for CEJA mock up for WH and RR Yes x
Centralia Comectional Center 9330 Shattuc Rd Centralia, IL 62801
T Couibact it Genitas Frogeam Hin N/A Career advancement Services that provide individuals with information about additional Yes x
Iwhl Suls Programis) Pregeam Start Date services education or employment opportunities to advance in career and
Target Population secure better paying jobs. Services may provide labor market and
Senpe Cvandaw i employment information about in-demand industry sectors or
Accepting Applications occupations available in local area. May include such as career
Yos awareness, career counseling, and career exploration services,
CEJA:
ASSOCIATED GRANTS
N/A Career Planning (Case  Provision of a client-centered approach in the delivery of services designed: to Yes x
| entries per page Management) prepare and coordinate comprehensive employment plans, such as service
Sub. strategies, for participants to ensure access to necessary workforce investment
Start  * End Grant Scheduled Actual Program(s) activities and supportive services, using, where feasible, computer-based
Humber e e Amosat Faniapsaty Ik fCatagorins n technologies, and to provide job, education, and career counseling during program
Me Grants Have Been Added participation and after job placement. Career planners are to provide one-on-one
Showing 010 0 67 0 &ntr | | 1 staff assistance and career counseling. These activities are to assess the areas in
i niries «[<]sfa]
which participants have the greatest needs and to assist them in determining
whether or not their existing skills are in demand in the local economy.
STAFF COMPLETING REQUIRED TRAINING CEIA:
HOTE: T 15 RECOM 0E0 TO UPLOAD CERMIACATES OF QOMBLETION TO THE "SILE USLOADS" TAS ROA THE AGENDY
[ATS] entries per page N/A Career Training: HYAC A job-specific training program that Workforce Hubs can elect to provide. Modules will align  Yes x
Installer & Technician with the Clean Jobs Curriculum Framework.
First Name Middle Name Date il g
‘Completion is based on 80% attendance and 70% post-assessment.
o Staif Have Been Added
CElA:
Shewing § 1 0 of 0 entsies «|es]=]
TRAINING PROGRAMS
10 | entiies per page Search:
s oy Sl Details the C S C PDF
ol SN o</ [ et * s * Grantee Details the Customer Support Center
Wind Energy  Danville Area 104 weeks Career 2000 East Main Street Mastin » Earrs Wind » Danville
Technician Community Fathway  Luther Memorial Wiy Danville. Test Credential
Callege ILE1832
Showing 110 1 af 1 entry AL



https://www.illinoisworknet.com/partners/Documents/Climate%20Works/CEJA%20Grantee_Details.pdf

GET SET UP IN THE SYSTEM TRAINING PROGRAMS

@DASHBOARDS- W Grours &L & B i | HI, MONICAJONES -

" AddTraining Programs (PDF)

Appaointments File Uploads Grantee Details Training Programs ‘Compliance Reports

©opasHeoarDs-  Mrerours L @ =l | H, MoNICAIONES -

Add Program Information *aseline Requirements

MER SERVICE

Progress  Intake  Career Plan  Refemal  Program Completion/Follow-Up

Eamed Credenti

A\

‘ VIEW INSTRUCTIONS HERE

(EETEN  Service Provider

Caraer Plan / Add Activities/Services / Edit Customer Service
ADD TRAINING PROGRAM FOR CENTRALIA CORRECTIONAL CENTER
VIEW AVAILAELE TRAINING PROGRAMS AND PROVIDERS

What type of program do you affer?

EDIT CUSTOMER SERVICE

' Registered apprenticeship Bridge Trainii

. ridge Training
! Pre-apprenticeship
® Career pathway @

Pick the initial service provider OR add a new one.

angushavsins@noemail com

" Youth apprenticeship O No Provider

@® Centralia Correctional Center - 9330 Shattuc Rd Centralia IL 62801 Clear Program Selection

~ o DOB /12000
) lllingis apprenticeship &
Last 4 SSN MN/A

O lllinais pre-apprenticeship € ® Wind Energy Technician - Danville Area Community College - 2000 East Main Street Danville, IL 61832

APPROVED TRAINING PROGRAM SOURCE (O Search WIOA Provider
(0 Search Other Provider

© Private Business Vocational Schools Search

. MName *
® |Jse a WIOA Approved Training Program Search R e <
O submit training program for approval. This program is not required to be included in the WIOA approved training program search. Address
=.d Message
PROGRAM INFORMATION *
City *
Fragram Name * ‘Wind Energy Technician
State Illingis v
Program Description® @ This program prepares individuals to work in the emerging wind ~
power energy industry. Students will complete an industry-derived ZipCode
curriculum as the learn about the electrical power generation *
industry, safety at the worksite, mechanical devices, as well as W Instructor Select v
hydraulic and electrical systems. Graduates enter the workforce
yarseEn yotems. Graduates enter thewordores 4
A e R ——— bt
Provider Name * Danville Area Community College **This Customer Service was updated by Monica Jones on 5/12/2025 at 4:57 PM™
Street Address 1 2000 East Main Street
Street Address 2 Martin Luther Memaorial Way



https://www.illinoisworknet.com/partners/Documents/Climate%20Works/CEJA%20Adding%20a%20Training%20Program.pdf

GET SET UP IN THE SYSTEM TRAINING PROGRAMS

@pasHeoARDs- Wrgrours L @ =l | HI, MONICAJONES -
PROVIDER INFO
Appointments  File Uploads ~ Grantee Details  Training Programs  Compliance Reports ~ OoasiBoaRDs.  AhGrours & @ =l | WL MoNICATONES.
CAREER PLAN - EDIT CUSTOMER SERVICE
Add Program Information eline Requirements I T | s (IS (- | G o ey
A\
S—
‘ VIEW INSTRUCTIONS HERE Career Plan / Add Activities/Services / Edit Customer Service
ADD TRAINING PROGRAM FOR CENTRALIA CORRECTIOMNAL CENTER EDIT CUSTOMER SERVICE
VIEW AVAILABLE TRAINING PROGRAMS AND PROVIDERS
What type of program do you affer? Bridge Training
o Registered apprenticeship Email

CEIA Credentials

- hawid .
O Pre-apprenticeship i © OSHA 10-Hour Certification
DOB 1/1/2000 O First Aid/CPR Certification
© Career pathuay @ © NCCER Core Certification
© wouth apprenticeship Last 4 SSNN/A © TradesFutures MC3 Certification
' llinois apprenticeship @ See Al
O3 s ~ . . O Credential Wind Test Credential associated with grantee’s Wind Energy Technician training program.
- llingis pre-apprenticeship € Update Profile ) Not & training program credential
APPROVED TRAINING PROGRAM SOURCE Reset

- Private Business Vocational Schools Search w

® Use a WIOA Approved Training Program Search
© Submit training program for approval. This program is not required to be included in the WIOA approved training program search. search: [ |

PROGRAM INFORMATION Name Type +  Source Institution Data Source

Mo data available in table

Pragram Hame * ‘Wind Energy Technician Showing 0 to 0 of  entries |E|ZEE|

Program Description® @ This program prepares individuals to work in the emerging wind
power energy industry. Students will complete an industry-derived
curriculum as the learn about the electrical power generation

industry, safety at the worksite, mechanical devices, as well as W
hydraulic and electrical systems. Graduates enter the workforce
yarseEn yotems. Graduates enter thewordores 4
Grantee Mame Centralia Correctional Center
Provider Mame * Danville Area Community College
Street Address 1 2000 East Main Street

Street Address 2 Martin Luther Memaorial Way




GET SET UP IN THE SYSTEM TRAINING PROGRAMS

Wi ©DASHBOARDS- Mrgrours & = Bl | HI, MONICAJONES -

PROVIDER INFO

Appaointments File Uploads Grantee Details Training Programs ‘Compliance Reports

Add Program Information eline Requirements I VIEW COHORT

A\

COHORT INFO
Cohert Name

Cohort 1 - HVAC

‘ VIEW INSTRUCTIONS HERE
Cohert Description

ADD TRAINING PROGRAM FOR CENTRALIA CORRECTIONAL CENTER PROGRAM INFO
7 Program Name HVAC Technician

VIEW AVAILABLE TRAINING PROGRAMS AMD PROVIDERS

What type of program do you affer? Provider Name Centralia Correctional Center

Address 2000 East Main Street

Danville, IL, 61832

o Registered apprenticeship
o] Pre-apprenticeship

® Career pathway @ Program Description This program prepares individuals to work in the emerging HVAC
energy industry. Students will complete an industry-derived
curriculum as the learn about the electrical power generation
industry, safety at the worksite, mechanical devices, as well as
hydraulic and electrical systems. Graduates enter the workforce
witht he skills necessary to be employed and succeed in entry-
level technical positions and with additional training and
experience may advance to supervisory and advanced technical

positions

O youth apprenticeship

' llinois apprenticeship @

' llingis pre-apprenticeship €
APPROVED TRAINING PROGRAM SOURCE

© Private Business Vocational Schools Search

® Use a WIOA Approved Training Program Search

Wind Test Credential
Institution: Danville
Type: Certification

N Credentials
! Submit training program for approval. This program is not required to be included in the WIOA approved training program search.

PROGRAM INFORMATION

Pragram Name * Wind Energy Technician

Program Description® @ This program prepares individuals to work in the emerging wind
power energy industry. Students will complete an industry-derived
curriculum as the learn about the electrical power generation
industry, safety at the worksite, mechanical devices, as well as

<€

hydraulic and electrical systems. Graduates enter the workforce

Grantee Name Centralia Correctional Center
Provider Mame * Danville Area Community College
Street Address 1+ 2000 East Main Strest

Street Address 2 Martin Luther Memaorial Way




GET SET UP IN THE SYSTEM WORK PLAN

.@.ﬁ_ﬁ, UAT ©® DASHBOARDS~ A GROUPS L & ilil ‘ HI, MONICAJONES ~

& CEJA REPORTING SYSTEM

Back to Customer List

Customer Information Outreach & Partners Work Plan & Reports Planned vs. Actual CEJA

Project Work Plan

PROJECT PLAN

Grantee Name: Centralia Correctional Center
Created By: 05/28/2025 - Monica Jones
Approved By: Not Yet Approved

Closed By: Not Yet Closed

Save Exit

Project Narrative

Activities and Qutcomes

Training Programs

Cohorts

Save Exit



REPORTING SYSTEM INTAKE

Add Customers and Complete Prescreening

1. Go to Customer list and select Add Customer

2. Enter the customer information to create an Inquiry record and follow-up date. Identify
customers who do not want to be contacted in the future.

3. Complete Prescreening to identify eligible programs and connect the customer with a
program that suits their needs

4, Transfer customers to other CEJA programs as needed.

5. If the customer does not have an existing lllinois workNet account, an account will be
created

Detail Instructions: Add Customer, Add Customer - Returning Residents, Transfer Customers

Complete a CEJA Program Application

1. Enter additional demographic and contact information

2. The system will determine eligibility. Enter the customer's interest in participating in the
program.

3. Review the application summary

Detail Instructions: Complete CEJA Application, Complete Returning Resident Application

Complete Intake Assessments

1. Document in funds are provided to help the customer complete intake.
2. Complete the Career assessment

3. Complete Service Needs Assessment

4, Provide customer with information on how to access their career plan

Detail Instructions: Complete CEJA Intake, Returning Resident Intake




REPORTING SYSTEM ENTER SERVICE INFORMATION

Career Plan and Services

1. Add/Edit goals
2. Enter or Update Services in the Career Plan

4. Add other services as needed.
5. Update services status, post-assessments, and credentials.

3. Add planned start/end dates and provider information to prepopulated required services.

6. Use the Progress page to easily identify services that need attention.

Detail Instructions: Update Career Plan, Progress Page

Policy: Enrollment & Barrier Reduction Policy, Stipend Policy

Plan Overview 1. Review Assessment

PLAN OVERVIEW

Email
angushawkins@nozmail.com

Update Log

© Latest Customer Goals/Plan Agreement: (Status: Unknown)

CASE NOTES (3) &

View/Print EP Form

DOB 1712000 Select plan status -
Last 4 SSN /A Save Status (Send Request)
See All
Update Profile
@ ASSESSMENTS DESIRED CAREER PATH @. ACCOMPLISHMENTS
ord
Career Cluster Inventory Career Pathway Choice Earned Credentials: 0
Not Complete None
Employment 101 - Pre Occupation 1 Completed Goals: 0
Not Complete None
] SRS Employment 101 - Post Occupation 2 Completed Services: 0
Not Complete None
Creating 2 Career Flan Overview Employment 101 Wage Goal (Per Hour)
Not Started None
Career Plan Rubric See More
Services Cost Report
CAREER PLAN
Case Notes Tool
Unloading il Related Earliest Start  Latest Planned
ading Files
plosing Hies Goal Steps Category Date Due Date Status
Complete training  Hide Next Education/ 5/1/2025 7/31/2025 Not Started
program Steps Training Plan
Bridge 5/1/2025 5/30/2025 Planned/Not Started
Training (Scheduled)
Follow-up 5/30/2025 7/31/2025 Planned/Not Started
Services (Scheduled)
Program History Get ajob Career Plan Not Started




REPORTING SYSTEM ENTER SERVICE INFORMATION

Training Service Data

Status (required) - All services include the related goal, status, start
date, weekly hours, and notes. A completion date is required if the
status is complete.

Service Provider (required) - Identify who is providing the service.
The grantee is the default provider. If the grantee is not providing
the service, enter the provider information

Post-assessment (required upon completion) — The post-
assessment section is preset with 70% as the passing score. The
grantee will need to enter a post-assessment score of 70% or
higher before the service can be marked as successfully completed.

Credentials — There are several credentials listed on this tab. Select
the credentials earned with the service. The fields will be
prepopulated so that only the credential source and date earned
need to be entered. If additional credentials are earned, they can
be manually entered

Other Services Data

Status (required) - All services
include the related goal, status,
start date, weekly hours, and
notes. A completion date is
required if the status is complete

Service Provider (required) -
Identify who is providing the
service. The grantee is the default
provider. If the grantee is not
providing the service, enter the
provider information

Dollar Value of Service (optional)



REPORTING SYSTEM ENTER SERVICE INFORMATION

O submit training program for approval. This program is not required to be included in the WIOA approved training pi

PROGRAM INFORMATION

Pragram Name *

‘Wind Energy Technician

_—

Program Description® @ This program prepares individuals to work in the emerging wind ~
power energy industry. Students will complete an industry-derived
curriculum as the learn about the electrical power generation
industry, safety at the worksite, mechanical devices, as well as W
hydraulic and electrical systems. Graduates enter the workforce

yarseEn yotems. Graduates enter thewordores 4
Grante e el 2 Lo

Provider Name *

Street Address 1+

Street Address 2

Danville Area Community College

2000 East Main Strest

Martin Luther Memaorial Way

©DASHBOARDS. At GROUPs 2 @ =

MER SERVICE

Progress Intake Career Plan Referral

Status (Default) Service Provider

Career Plan / Add Activities/Services [

Edit Customer Service

EDIT CUSTOMER SERVICE

Bridge Training

Profile: Angus Hawkins

Earned Credent

Program Completion/Follow-Up

Pick the initial service provider OR add a new one.

i | HI, MONICAJONES -

@ Centralia Correctional Center - 9330 Shattuc Rd Centralia IL 62801 Clear Program Selection

Email
angushawkins@nosmail.com
) Mo Provider
DOB 1/1/2000
Last 4 SSM h/A
Zee Al © Search WIOA Provider

Update Profile

Reset Password

Address

=zend Message
City *
State *
fiplCcldE

Instructor Celect

Add Case Note

llingis

**This Customer Service was updated by Monica Jones on 5/12/2025 at 457 PM*

® \Wind Energy Technician - Danville Area Community College - 2000 East Main Street Danville, IL 61832

Update Customer Senvice




REPORTING SYSTEM COMPLETION/FOLLOW-UP

Enter or Update Completion/Follow-Up
Information

Program Completion...

Enter training completion.
Enter transition outcomes.
Enter program completion.
Enter follow-up case notes.
Enter success stories.

Detail Instructions: Program Completion/Follow-Up

A CEJA REPORTING SYSTEM FOLLOW-UP

Back to Customer List

Progress Intake  Career Plan Referral Program Completion/Follow-Up

Updates to this section of the Quick
Start Guide are forthcoming. FOLLOW-UP CASE NOTES(5)

Profile: Daniela Hartles Training Completion Status: Released Prior to Completion -
’rofile: Daniela Hartley w .
. i Add Training Completion Status 8/1/2025

Email
danislahartley@noemaili23.co Program Completion Status: Released Prior to Completion
m Add Program Completion Status Follow Up Date: 9/1/2025

DOB 1/1/2008

No Transition Outcome entered yet.

Last 4 SSN /4 Add Transition Outcomes
Sea Al

Update Profile
Follow-Up Case Notes

Reset Password

Earned Credentials

Send Message

Success Stories

Participant Summary Tools




COMPLETION INFORMATION TRAINING COMPLETION

Add Training Completion Status

ADD COMPLETION STATUS

ADD COMPLETION STATUS

Completion Status * | Sebect Status

Select Status
In Progress
ADD COMPLETION 5TATUS
Complete .
Withdrawal

Released prior to completion rﬂ'ﬂl"'!i@ Withdrawal

Select Status

Select Status
Death

Driscipline
Lack af Interest
Mexdical

Tramsfer to a Dhlferent Facility

Other




COMPLETION INFORMATION PROGRAM COMPLETION

Add Program Completion Status

ADD COMPLETION STATUS




TRANSITION OUTCOMES APPRENTICESHIP

ADD TRANSITION OUTCOMES

Outcome

Apprenticeship

Apprenticeship Status *

Select Status Select Status

Is this Apprenticeship in o Select Status
Clean Energy or ) vas () NojU .
Construction/Building \J Yes L) NofUnsure Applied

Trades * .
Denied

Is the apprenticeship (0 Union () Non-Union Placed
Unien or Non-Union? *

Waitlisted

Is this a DOL Registered ) Yes ) No
Apprenticeship program?

Apprenticeship Program *

Save Close




TRANSITION OUTCOMES JOB SEARCH

Add Transition Outcomes

ADD TRANSITION OUTCOMES

Dutconme

Job Search

Intendiew Date *

s this job in Clean Energy ﬂ
or Construction,/Building

Trades? () eg () Mo/Unsure

Is this job & temporany or ﬂ
transition job? * — —
I Yes () Mo/Unsure




TRANSITION OUTCOMES JOB PLACEMENT

ADD TRANSITION OUTCOMES x

Qutcome
Job Placement v

Is this job in Clean Energy
or Construction/Building
Tradas?*

Iz this job = temporary or R

Add Transition Outcomes transitionjob?*

Do They Receive Fringe
Benefits? *

Employer Information

Marne =
Address 1#
Address 2
City
State *
Select b
Fip Coda *

Hourly Wage Paid *

Overtime Pay Rate (if
applicable)

Hours Per Week =
Start Date *
End Date

Soc Code for the
‘occupation of this
program

Add another +

First, lookup SOC Codes and Occupations

B -




TRANSITION OUTCOMES OTHER TRAINING

ADD TRANSITION OUTCOMES

Dutcome

Other Training

|5 this training in Clean o
Energy or Construction/’

Building Trades? * () Yes L) No/Unsure

Type of Training *
vee " Select Status

Training Program Information
Program Mame *

Provider Mame *

Program Address 1

Program Address 2

City *

Enrolled
Confirmed 12-month retention
Completed/graduated

Unsuccessful completion

State *
Select
ZipCode *
< ]
Select - - .Status Select ~
Select
Unknown - no response Add Another Status

Status

B3 -

elect Status

Select Status
Community College
University

Trade School

Cn The Job Training (Mot Apprentices)
Other




TRANSITION OUTCOMES OPEN SMALL BUSINESS

ADD TRANSITION OUTCOMES =

Qutcome .
Opened Small Buisness b

15 this business in Clean o
Energy or Construction/

Building Trades? * () Yes () Mo/Unsure

State of Business *

Select One v

Business Manme

Business Address *

Business Address Line 2

Business City

Business State

Select One ~

Business ZIP Code

Busiress URL*

Mumber of Employees ©
“ear Business Opened #
‘What Services does this

Business Provide *

Follow-Up Date *

= -




PROGRAM COMPLETION/FOLLOW-UP
FOLLOW-UP/CREDENTIALS/SUCCESS STORIES

If this customer no longer wishes to receive follow-ups, Add and edit the "Follow-up Services (CM)"
service.

1 Month - Add follow-up Case Note

2 Months - Add follow-up Case Mote

3 Months - Add follow-up Case Mote

6 Months - Add follow-up Case Mote

9 Months - Add follow-up Case Mote

1 Year - Add follow-up Case Mote

2 Years - Add follow-up Case Mote

3 Years - Add follow-up Case Mote

Earned Credentials

Not applicable when completing/withdrawing from program.

L 2 2 3 O B 8 4

To add a credential go back to your training service and identify the credential earned. Cnly
credentials for which the corresponding service/step is complete will show here.

| 10 V| entries per page Search:
Credential Credential Date
Name Type Source Attained *  Institution Source
OSHA 10- Certification Copy of 5/29/2025 Occupational workMNet
Hour Certificate Safety and Health
Certification Administration
(OSHA)

Showing 1to 1 of 1 entry

Add Success Story

Title Program Type Service Provider Career Pathway Date Created Status
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THANKS FOR VIEWING!

The Illlinois 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.
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