
Returning Residents 
CEJA Reporting System Session 2 Part B

May 13, 2025

Illinois workNet® is sponsored by the Department of Commerce and Economic Opportunity.  



CEJA REPORTING SYSTEM 
OVERVIEW

Add Customer

Prescreening & Application

Overview of Services

Entering Services

Assessments

Service Documentation

Intake



REPORTING SYSTEM INTAKE

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

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


REPORTING SYSTEM ENTER SERVICE INFORMATION



• 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

REPORTING SYSTEM ENTER SERVICE INFORMATION

• 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)

Training Service Template Template for Other Services 



Next CEJA Reporting System Session: 
Orientation Session 3: Part B
Completion, Outcome, and Follow-up Documentation Tools
5/20/2025 @ 11:00

THANKS FOR VIEWING!

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.  For more information please refer to the footer at the bottom of www.illinoisworknet.com.
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