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Purpose EE?:} Audience
The purpose of this guide is to provide i This guide is intended for partners,
users technical training instructions to program staff and organizations to
add a referral or partner site to Service add and update information for
Finder and assign a Primary Contact. This their organization in the Service
information will be populated in the Finder.
Referral System to ensure that referrals
can be accurately directed to
the appropriate partner or referral
organization.
o = o Add a Site and Primary Contact to Service Finder
@ g Log into service finder: [LINK] e
+ Go to "My Sites” Tab to add a ;:m -
new Site. - Advanced Filtering Options
+ Select “Add a New Site.” s Actve: # Yes O o atn
¢ The system will promptyoutodoa | h '
duplicate search. Note — if the site -

is not in the system, click the “|
don’'t see my site here” button to add it. Add a Site

So, you want to add a new site. Let's first check to see if your site already exists. Type a name (or part of a name) and/or a city in the boxes
below search to see if your site already exists within Illinois workNet.

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

* Click “Next.”

d and you can have your account updated to associate you with your organization, To do so,
m with your request. If you're a 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.

Location Name: Operation Blessing Of Southwest Chicagoland

City: Alsip

gund for your search.

Do results wer
| 1 don't see mysite here. I
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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
Referral Plse denty h typ o ocationyou are et

* Work Support Referrals help peog
@ IINOH wor

mglement th workNet Systemn Networ

« [llinois workNet
Partner

Veterans
o llinoes workNet Partners - These are locatons that offer in-persan assistance 1o help sdoaduals and emplopers athieve their aining and

amployment goals. lllinos workNet Partners may alo prowde and/or recesve work support referrals, but are not required to do 5o

identify the type of Work Support Referral Hinois workNet Partner
site*

I

o 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”Gble tO Physical Location Information

When entering a referral, y wst arder ither
£ Strees Address 1, Oy, Stace, and Lo Code + 4} and County,

o Organization Name

T and 2 sbores, But must enser sl e felds from either 1o 2.

e} State Genersl Pubic C Enrolled/Elgpitle Customens Only ©F Adrmin Office Only
oy ECITACIEAE T B FIQEICNERE S LIS AL RS £
o County . ¥
e Note - Red Information commn

bubbles will give you

Organtzation Mame*:
Sorewt Addresy 1

additional information or

Strees Addness =

direction for filling out a field. -
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Adding New Site Information - Primary Contact

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

find “Primary Contact Primary Contact Information
Information. -
ormatio m pre—
e Enter email and click First Narmes:
. Last Name™:
“Search” (This searches for _
Show this NPaur::tT ' Yes @ Mo
duplicate information). I
e Enter the following: Zp Coder:
. Phone (Format: S48 Ext: [ Show Phone Number to Public
o Email BB
Alt. Phone; Ext: ] Show Alt. Phone Mumber to Public

o First Nome

o Last Naome

o Show this Name to Public

o Birth Date |
O Zip Code Return to My Sites
o Phone Number e ol

H u H ” WIA:
e Click “Save and Continue. o
Operation Blessing of Southwest Chicagoland Food Pantry
4901 W 128th PI
Alsip IL 60803-3011

e Click onthe “Contacts” tab. | s e

e Select “Service Finder - Contacts
A minimum of one contact is reguired.
Primary/Secondary” or Lssthame  Frstname  Phone aenson  emas Contac Type
Trimble Kelly 599-999-3999 kelly trimble@siu,edu Referral - prmary v m -

Referral System — Admin,

Receive/Send, Send Only” =

from the drop-down menu. Note — A user needs to be a referral contact to
connect with the Referral System. If a user has access to IWDS 2.0, they do
not need to be added to the contact list unless they have been identified as
a contact to receive referrals or need an admin role.

e Click “Next".

Service Finder Link

powered by @
:wa rk N et’ lEl)ILm;irstment of Commerce ot
\x} CEMNTER & Ecl:.momic Opportunity

Helpdesk.illinois | www.lllinoisworknet.com
worknet.com

—u
arnencanjobcenter



https://helpdesk.illinoisworknet.com/
https://helpdesk.illinoisworknet.com/
http://www.illinoisworknet.com/
https://www.illinoisworknet.com/Connect/Pages/LocationSearch.aspx

Adding a New Site and Primary Contact to Service Finder

v2 6/2026

SERVICE FINDER TECHNICAL TRAINING DOCUMENTS

®=| Adding New Site Information - Social Media

\_—
° Select the “Social Media” — T . organization,
nformation mvl“ on | Location | contactsfsocalMedia | programs | Type & Judenct | previow | Timelne
tq b. L‘WM . ' ‘ informatien Funding

ID: 5765

o Select “Add URL” to add a Operation Blessing Of Southwest Chicagoland
URL for the organization's | s i

Last Updated: 08/29/2025 15:10:113

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

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

®
il

Adding New Site Information — Program Information

e Select the “Programs” tab. . S - J
e Click “Add Program.”

e Enter the required information

Special Programs
1 yOu Gre PErUCIEUING In & Speciel sate-f

e Select the Counties to be et
included in the “Selected rograr Mo

Counties” column. s Locaton actey rucputng % ves Mo
e Click “Save” or “Save and Add e
Another” if multiple programs R - R
l p p g Programe: e g = -
a _ e |
pply ==

¢ 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. |..,

1D: 5765
Operation Blessing Of Southwest Chicagoland

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

 Indicate your funding source(s) — Select | Organization Type and Funding Sources
G” th(]t Gpp|Y‘ Organization Type*: Seloct One

Funding Sources (check | Community Service Block Grant
all that apply)*: Digital Divide
Perkins K-12

Perkins Post-Secondary
WIOA
WIOA Youth

_ Workforce Innovation
Other

®
i

Adding New Site Information — Audience and Services

\_— /
meferral WIOA Physica Argarizatian . dlence
formatian | information || L2c2tor Contacts | Social Media)| Programs || Tynes [ocoos
e Select “Audience and Services” Tab. | e o
o Select all that apply to indicate the | e sesnorsemeanagions
customer types served. :l:ll .
o Note - Selecting Youth will This Location Serves:
. . Select all customer types that apphy:
require d Min. Age and Max Select/Deselect Al
General Public
Age. -
. . This lecation offers specialized pragrams for these populations.
o Select all that apply to indicate the ——— —
. . . Emplayer Mature Worker
specialized programs for the listed Englsh Language Learrer Re-bnery Person
Indivichual Em"&ﬂdfﬂ Homelessness Seasonal Worker
popU|thonS' :nmdr'.n.lll:lr::[withal'hisalility i:‘”;‘:“a"“"ﬂ'm
. " . " Laid Off Worker
e Click on “Add Services. Services

Click "Add Services® to add additional services, or choose a service to edit or delete.

Service Finder Link

powered by @
:wa I’kNCT_" . IEI)Ilm;irstment of Commerce ot
\} CEMNTER & Ecl:.momic Opportunity

Helpdesk.illinois | www.lllinoisworknet.com
worknet.com

—u
arnencanjobcenter



https://helpdesk.illinoisworknet.com/
https://helpdesk.illinoisworknet.com/
http://www.illinoisworknet.com/
https://www.illinoisworknet.com/Connect/Pages/LocationSearch.aspx

Adding a New Site and Primary Contact to Service Finder

v2 6/2026

SERVICE FINDER TECHNICAL TRAINING DOCUMENTS

JR— L] ] Y
®=| Adding a Service to Your Site
—
o After selecting “Add Services,” a | "
modal will appear allowing the D RrUR DT O,
selection of various services for ~ [=emicesforindviduak ]
individuals offered by the site. P —
Family Intervention Foster care and adoption support
e Expand each section to see and ol supsdes senvces
select services with the check Dighal & Language Support >
boXeS. Disability Services ¥
° SCI’O” dOWﬂ tO llSeIeCt A” Education & Workforce Training
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
—

Services

Click "add Services" to add additional services. or choose a service to edit or delete

Add Services

Services for Individuals

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

e 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 Gi %
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®=| AddingNew Site Information — Preview and Edit

o
[ CIiCk the ”Preview" tcl b. Onia or marn nrrmh‘:wnemrll:nn ::;-muanwnMnm:nanx:mmmmrnmnmr;. ‘—- -
. e team . Preview
e Click “Edit” under the qppropnote Jou entarec, yo1swash £ update any ofthis nformaon before submiting, ik the "Edi~ ik bslow 14 Beading o Petiem 1D that
section if an edit needs to be made. WIOA Information
. [&=]
e Select “Submit” at the bottom of the o o recees WIOH fncing:
page after reviewing all information. =

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.

¢ 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.

Service Finder Link

powered by @
:wa I"k N et . lEl)ILm;irstment of Commerce ot
\x} CEMNTER & Ecl:.momic Opportunity

Helpdesk.illinois | www.lllinoisworknet.com
worknet.com

—u
arnencanjobcenter



https://helpdesk.illinoisworknet.com/
https://helpdesk.illinoisworknet.com/
http://www.illinoisworknet.com/
https://www.illinoisworknet.com/Connect/Pages/LocationSearch.aspx

