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Purpose 
The purpose of this guide is to provide 
users technical training instructions to 
add a referral or partner site to Service 
Finder and assign a Primary Contact. This 
information will be populated in the 
Referral System to ensure that referrals 
can be accurately directed to 
the appropriate partner or referral 
organization.  
 

 

 

Add a Site and Primary Contact to Service Finder 
• Log into service finder: [LINK] 
• Go to “My Sites” Tab to add a 

new Site. 
 

• Select “Add a New Site.” 

• The system will prompt you to do a 
duplicate search. Note – if the site 
is not in the system, click the “I 
don’t see my site here” button to add it.  

• Check the box to Agree to the Terms of 
Service. 

• Click “Next.” 
 

 

Audience 
This guide is intended for partners, 
program staff and organizations to 
add and update information for 
their organization in the Service 
Finder.  
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Adding New Site Information – Physical Location 
• After agreeing to the Terms of Service, you will be directed to identify the 

“Type of Location you are entering.  

• Type of Location Options:  

• Work Support 
Referral 

• Illinois workNet 
Partner 

 

 

 

 

 

 After indicating the Location Type, fill out the “Physical Location Information.” 
Note – All Required fields are denoted with a red asterisk. 

o Site Active Status 

o Services Available to 

o Organization Name 

o State 

o County 

 Note - Red Information 
bubbles will give you 
additional information or 
direction for filling out a field. 
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Adding New Site Information – Primary Contact 
• After completing “Physical Location Information”, scroll down the page to 

find “Primary Contact 
Information. 

 Enter email and click 
“Search” (This searches for 
duplicate information). 

 Enter the following: 
o Email 
o First Name 
o Last Name 
o Show this Name to Public 
o Birth Date 
o Zip Code 
o Phone Number 

 Click “Save and Continue.” 
 
 Click on the “Contacts” 

tab. 
 Select “Primary, 

Secondary, Referral, or 
Service Finder” from the 
drop-down menu. Note – 
A user needs “Primary” 
contact type to connect 
with the Referral System. 

 Click “Next”. 
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 Adding New Site Information – Social Media 
 

 Select the “Social Media” 
tab. 

 Select “Add URL” to add a 
URL for the organization’s 
site. 

 Enter URL in the box and 
select “Save” or “Save and 
Add Another” if there are 
multiple. 

 Note – There is a “Test URL” button to test the connection to the social media site. 
 
 

 Adding New Site Information – Program Information 
 

 Select the “Programs” tab. 

 Click “Add Program.” 

 Enter the required information 

 Select the Counties to be 
included in the “Selected 
Counties” column. 

 Click “Save” or “Save and Add 
Another” if multiple programs 
apply.  

 Note – Your site needs to be 
marked “Accepting Referrals” as 
“Yes” and a “Program” to appear in the Referral system. 
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 Adding New Site Information – Organization Type & Funding 
 

 Select “Organization Type & Funding” Tab. 

 Select “Organization Type” from the drop-
down menu. 

 Indicate your funding source(s) – Select 
all that apply.  

 

 
 
 
 
 

 Adding New Site Information – Audience and Services 
 

 Select “Audience and Services” Tab.  

 Select all that apply to indicate the 
customer types served. 

o Note – Selecting Youth will 
require a Min. Age and Max 
Age. 

 Select all that apply to indicate the 
specialized programs for the listed 
populations. 

 Click on “Add Services.” 
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 Adding a Service to Your Site 
 

 After selecting “Add Services,” a 
modal will appear allowing the 
selection of various services for 
individuals offered by the site. 

 Expand each section to see and 
select services with the check 
boxes. 

 Scroll down to “Select All 
Counties These Services are Offered In” and select or remove them. 

 Click “Save” or “Save and Add More” to add additional services for different counties.  

 Click “Save and Continue.” 

 

 Removing and Editing Services 
 

 You can Edit Services by clicking the Green 
pen icon. This will open a modal to edit 
counties associated with a service. 

 Delete a service by clicking the red “X” 
icon. A pop-up will ask you to confirm you 
want to delete the service.  
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 Adding New Site Information – Preview and Edit  
 

 Click the “Preview” tab. 

 Click “Edit” under the appropriate 
section if an edit needs to be made. 

 Select “Submit” at the bottom of the 
page after reviewing all information. 

 Note – The site cannot be approved if 
all fields are not completed. Before submitting, review the “Preview” page to ensure all fields 
are completed.  

 Note - After completing all tabs and selecting “Submit,” the user is redirected to the “My Sites” 
page, where the entered site will show as “Submitted.” Users can edit information or add a new 
site to enter additional sites. After submission, it goes to the Illinois Worknet Team to review 
approve the site. 

 
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. 


