Adding a New Site and Primary Contact to Service Finder

SERVICE FINDER TECHNICAL TRAINING DOCUMENTS

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.

o

o o0 Add a Site and Primary Contact to Service Finder
@

R
« Loginto service finder: [LINK]

+ Go to “My Sites” Tab to add a

Keyword:

Audience

This guide is intended for partners,
program staff and organizations to
add and update information for
their organization in the Service
Finder.

Location Name:

new Site. - Advanced Filtering Options
Site Type: Partner O Referral ® Both
WIOA Funded: Yes O No @ Both
+ Select “Add a New Site.” s Actve: ® Yes O No O Bath
* The system will promptyoutodoa | V

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.

e Click “Next.”
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Follow Up Notes  Add a New Site I

y exists. Type a name (or part of a name) and/or a city in the boxes

eed added and yo
ur request. If yo

i have your account updated to associate you with your organization. To do so,
contact for this location, you will see an “Edit” button if you need to make

Ifit's not already in our system, click the "I don't see my site here" button to get started adding it.

LocationName: ~ Operation Biessing Of Southwest Chicagolanc

Ciy:

Service Finder Link

| www.lllinoisworknet.com
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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 Information
ReferrOI Please identify the type of location you are enterir

o Work Support Referrals help people in need of specalized assistance and support. Referrals are an essential compone & e a
meement the 0 workNet Syste Network, mithout being ar NOK workNet partner. With the NOS workNet T, the e entifed

« lllinois workNet
Partner

o Hinois workNet Partners - These are locations that offer in-person assistance 10 help ndwaduals and employers athwey el training and
amployment goals. llinois workNet Partners may also provide and/or recewe work support referrals, but are not required to do so
identify the type of Work Support Referral Hinols workNet Partner
site*

I —

e 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 AVG"Gb'G to Physical Location Information

When entering 3 referrsl, you menst enter either
1. Complete Street Address (Induding Sreet Address 1, Oy, State. and Zo Code + d)and C

o Organization Name

You may enter fiedds from Both 1 and 2 sbove, Dut must ender Sl the fNelds from either 1 of

@) Stdte Scrmae.-:::o: Genersl Pubiic O Enrolled/Elgble Customers Only <) Admin Office Only
o County
e Note - Red Information
bubbles will give you [

additional information or I

direction for filling out a field. =

Service Finder Link
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Adding New Site Information - Primary Contact

)
« After completing “Physical Location Information”, scroll down the page to

find “Primary Contact Primary Contact Information
Email*:
Information.
ormatio
e Enter email and click First Name®:
. Last Name*:
“Search” (This searches for ,
Show this Name to ~ Yes ® No
. . . Public*:
duplicate information). -
e Enter the following: B
. Phone (Format: ##48- Ext: [ Show Phone Number to Public
e} Email prrerrrs
Alt. Phone: Ext: [ Show Alt. Phone Number to Public

o First Name

o LlastName

o Show this Name to Public
o Birth Date
o Zip Code

o Phone Number

e Click “Save and Continue.”

e Click on the “Contacts”

Return to My Sites

tab. il Wil [
e Select “Primary, I: 5769
Ope.r?.u’o‘n Bl’espslng of Southwest Chicagoland Food Pantry
Secondary, Referral, or N L 6803501

Created: 09/08/2025 09:46:14

Service Finder” from the Last Updated: 09/08/2025 09:46:17
drop-down menu. Note — |Contacts

A minimum of one contact is required.

A user needs Prlmdry E&m Z‘::m :;?;999«35- — Z“I',zwmmzleiﬁvsuedu “w”:‘"”" v lm
contact type to connect

with the Referral System. |El<—
e Click “Next".

Service Finder Link

ILLINOIS 9 nois
s workNet J Department of Commerce o)
> CENTER .J &Economic Opportunity

| www.lllinoisworknet.com

~—u
americanjobcenter




Adding a New Site and Primary Contact to Service Finder

SERVICE FINDER TECHNICAL TRAINING DOCUMENTS

®=| Adding New Site Information - Social Media

e Select the “Social Media” —
tqb. ‘H formatior ormation “
e Select “Add URL" to add a gp:rla:jonBlesslngofSouﬂ'meﬁchlagoland

URL for the organization’s

act Social Media | Programs

site. Social Media URLs
e Enter URL in the box and Provide users with direct access to al of your social media pages like Facebook, Twitter, Instagram. and more! Click Add URL. paste your full URL below and clck Save or Save and Add Another
select “Save” or “Save and —p
Add Another” if there are
multiple.

e Note — There is a “Test URL" button to test the connection to the social media site.

®=| Adding New Site Information — Program Information
———
e Select the "Programs” tab. ‘ [ |
e Click “Add Program.” % e o st gt

e Enter the required information
Special Programs

e Select the Counties to be

included in the “Selected Femntiond
Counties” column. T ocaton Actoy Paicputng @ Yo o
e Click “Save” or “Save and Add Contact moner
Another” if multiple programs R — —
apply. = ==

¢ Note - Your site needs to be
marked “Accepting Referrals” as
“Yes” and a “Program” to appear in the Referral system.

Service Finder Link
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®=| Adding New Site Information — Organization Type & Funding

Type &

« Select “Organization Type & Funding” Tab. |.... |

10:5765
Operation Blessing Of Southwest Chicagoland

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

« Indicate your funding source(s) — Select | Organization Type and Funding Sources
O” thClt Gpp|y, Organization Type*: clect One

Funding Sources (check Community Service Block Grant
all that apply)*: Digital Divide
Perkins K-12
Perkins Post-Secondary
WIOA
WIOA Youth
Workforce Innovation

®=| Adding New Site Information — Audience and Services
o
e Select “Audience and Services” Tab. L=

twia: 7

e Select all that apply to indicate the | o sesnsofseme tegind

customer types served. e ool s P
o Note - Selecting Youth will This Location Serves:
require a Min. Age and Max O soeavesdeaht
General Public
Age. -
. . This location offers specialized programs for these populations.
e Select all that apply to indicate the Domestc Vioence Vit Lcare
. . . Employer Mature Worker
specialized programs for the listed Englsh Langusge Leamer Rentryperson
. Experiencing Seasonal Worker
populations. oS e
. " . " Lald Off Worker
e Click on “Add Services. Services

Service Finder Link
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®=| Adding a Service to Your Site

7

o After selecting “Add Services,” a | "%
modal will appear allowing the etered i e couie eod o g Sove, . Sove 554 Wore e ey o b e fr yom st e
selection of various services for IS°'Vi“iff’"f‘fi’“fdr“a'5 |
individuals offered by the site. r mw:;'fm —— —

Family ntervention Foster care and adoption support

e Expand each section to see and ridcare subsides s
select services with the check Digta  Language Support >
boxes. Osabity Servies ¥

e Scroll down to “Select All e e

Counties These Services are Offered In” and select or remove them.
e Click“Save” or “Save and Add More” to add additional services for different counties.
e Click “Save and Continue.”

®=| Removing and Editing Services

e You can Edit Services by clicking the Green | Services
pen iCOﬂ. ThlS W|” Open a modq| to ed|t Click "Add Services" to add additional services, or choose a service to edit or delete
counties associated with a service. LR

¢ Delete a service by clicking the red “X”
icon. A pop-up will ask you to confirm you
want to delete the service. Childcare & Family Services

After-school programs & %

Services for Individuals

Service Finder Link
’i powered by a2 Hlinols
4 D t of C ce ot

ILLINOIS
o\vgrcht partm ,
Jo CENTER +J & Economic Opportunity
| www.lllinoisworknet.com

~—u
americanjobcenter




Adding a New Site and Primary Contact to Service Finder

SERVICE FINDER TECHNICAL TRAINING DOCUMENTS

®=| Adding New Site Information — Preview and Edit

)
[ CIiCk the ”PrevieW" tqb. Omonv-onvnmhmocmr‘vm Scroll down to find and fix the error(s) and resubmit, -
. . . Preview
e Click “Edit” under the appropriate peomiespresew e
section if an edit needs to be made. WIOA Information
. L-1
e Select “Submit” at the bottom of the ’k,.,m.wwmm

page after reviewing all information. e

Physical Location 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.

e 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 lllinois Worknet Team to review
approve the site.

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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