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Purpose E&,(l:lﬁ Audience

The purpose of this guide is to provide i 1| This document is intended for

instruction on the functionality that allows partners, program staff and

users to respond to a referral to update organizations to respond to

status. customer referrals in the Referral
System.

T
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* Log into the Referral System: [LINK]

° ReceiVing an . info@illinoisworknet.com QS & ~ P ©
e
email. The To: @ Telger, Natasha R Tue 6/23/2026 2:42 PM

user’'s name will
be displayed if it
is appropriately

Hello natasha telger,
D - IwN AJC Test has sent a referral to your organization. The following services have been requested:

* Apprenticeships and internships

tied to the ¢ Childcare subsidies

OraniZGtion * Daycare centers

added in

Referral Guide 1 lllinois workNet partners use this tool to safely send customer referrals to local providers. The above customer

could possibly benefit from your services. Please submit your referral response within 5 business days. Your
response will be saved directly into the case management system with the customer’s program information.

¢ Click the link

from the email;
https://testapps.illinoisworknet.com/ReferralSystem/referrals/respond?
O Referrql tnl n—1020d0f16A0AAA0QOFOANI AT (A

Response page will open.

Use the link below to respond to the referral:

* This page displays:
« Customer Contact Information — this will be used to contact the customer
« “Referral From” and “Referral To.”

« Services Requested

Referral System Link

powered by ﬂ
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- Referral Status (Required) — Referral Responder will update referral status after
taking &

Wbt @ My Sites Customers  Workshop Leads Reports Login ]
action. Hm;I: Referral Status
. =
® N ote - :’::Z:Dk::ia Draft/Not Sent @ sent@ Received © Atternpting Contact @ In Progress @ Completed @ Closed @
1 Phone: [ ] L] L] O L O )
Stqtus Wi ” Email ktelg@noemailcom 6/23/26 6/23/26 6/23/26 6/23/26
S hOW Veteran Status: None Update Status
" Account Created: 6/23/26 e ot ot
Referrol n Progress X v Nomal : SamsSei ¢ B I U AW E=Z S EH®
Received” :
more notes here
after

being sent
to the [ sior

Referral From

primary
Sent: 6/23/26 hssigned to
Provider: D - IwN AJC Test Select -
ContGCt, Program: D - wN AIC Test e
Program Staff Name: Ann Coleman
Program Staff Email: acoleman@fakemail.com
H H Program Staff Phone: 2177698969
* Printusing Fetera ot
Kim needs assistance
u H "
the “Print
Referral To
button Provider: A Test Site Assigned to
Program: N/A

G ~
Primary Contact Name: st

Primary Contact Email:
Primary Contact Phone:

Customer Consent: Active

Consent Active Date: 6/23/26

Services Requested

Updating e
Referral Status

* Under the “Referral Status” section, indicate the status of the referral by selecting
the appropriate button and then selecting “Submit.”

* After submitting, select “Customers” or close the tab to return to the customer’s list.

Viewing and Filtering Customer Referrals

)
¢ Return to customer’s list.
+ Select customer’'s name from the list.
« Under the “Referred To" tab, look for “Status.”
Referral System Link
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+ View a customer’s referral, various statuses, and apply filters here.

+ Note - For ease of viewing, filter and color-coding have been added to
indicate referral status.

Referrals
Harry Potter cleras

Referred To Services Referral Status
workNet ID: 36362 . . » } »
Usemame: HPotter2
Phone:
Email:
harryportter@fakemail.com
Veteran Status: No

Referred To Services  Referred From SentDard  Seaws Respense Date  Last Updated
Account Created: 9/22/25
Oparation Blessing of Southwest Chieagoland Faod Pantry {o] Carter Foundation  10/3/25 Referral Completad | i0/3/25 10/3/25
Send Wessage
Lynette's site 10 Carter Foundation 0/3/25 Referral in Progress 10/3/25 10/3/25
Summary Tools Natasha's workforce Service 10 Carter Foundation  N/A Not Started NFA 10/3/25
1 0 v

The lllinois 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.
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