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Resources on www.illinoisworknet.com/epicpartners 

that accompany this document include: 

• Completing a 2151A 

• Completing a 3085 

• Conciliation Process 

• Customer Completion Status Instructions 

• Enrolled Customer Progress Page 

• Initial Customer Intake Worksheet 

• Intake Process 

• Rejected Referral 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Add the primary contact as soon as the 

customer is assigned to your office. 

Within 48 hours of the initial appointment, download a 2151 

to mark with one of four answers.  

• Client Service Initiated 

• Client Assessment Complete 

• Referral Rejected 

• No Contact from Client 

If assessment process is the same day, upload 2151 indicating 

“Client Service Initiated” with anticipated service date. 

If customer is a “No Show,” only remove the appointment if 

you reschedule before the end of the 48 hours. A 2151 is not 

necessary if customer is rescheduled until after the 

rescheduled appointment. 

Customer cannot be enrolled unless 2151 is uploaded with a 

status of: 

• Customer Assessment Completed (and/or) 

• Customer Service Initiated 

Customer should be enrolled or rejected within 5 business days 

of initial appointment. 

Used if customer is 

complete. Use “Did 

Not Complete” and 

“Dropped from 

Program” for Exempt 

customers who elect 

not to participate. 

Download 2151A to create initial plan when you enroll the 

customer. Upload and mark as Customer Plan in description. 

The plan includes all anticipated activity. 

Monthly between the 1st and 5th of each month upload a 

progress update on a 2151A for the previous month. 

https://www2.illinoisworknet.com/
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Assessments completed at a 

later time but within 5 

business days of Intake 

Orientation should be marked 

as “Services Initiated.”  

Referral Rejected should be 

uploaded within 5 business 

days of initial orientation. 

Initial document uploaded 

within 48-hours of Intake 

Orientation. Marked as 

“Services Initiated” OR 

“Assessment Completed.” 

Upload document reflecting 

“No Contact” customers 

within 48-hours of initial 

orientation. 

The clock starts based on the Intake 

Orientation Appointment date.  

Upload a 2151A with the customer’s 

initial plan after the customer has 

been enrolled.  

Use the information in the 2151A 

plan to create steps in the ISTEP. 

At least one ISTEP step should be 

marked as “Open” within 5 business 

days of customer enrollment to 

demonstrate customer activity 

engagement. 

After the assessment is complete, enroll 

the customer into the appropriate 

program within 5 business days of the 

initial appointment. 

The enrollment opens the customer ISTEP. 

 

Monthly status updates are required between the 1st and the 5th of each month for all customers 

who require staffing. Those marked during the month as ineligible by DHS still require a status 

update. (These customers require a staffing.) 

During the 90-day employment retention period, status updates are required. These documents 

are part of the staffing packet. 

 

The enrollment date 

must be within 5 

business days of 

Intake Orientation 

Appointment date. 

Case notes reflect 

actual enrollment 

date.  

Upload a signed 

3085 Employment 

Verification form or 

similar document. 

You may also upload 

any assessment 

documents you 

gathered about the 

customer.  
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Examples of real uploads: 

If a customer has had several activities occur it would look like this: 

 

 

 

 

 

 

 

 

 

 

 

  

Customer completed as SNAP Ineligible status update. 

 
Customer sanctioned status update. 

 
Customer rescheduled for conciliation appointment. 

 
Staffing follow-up automatic upload. 

 
Customer status update, while waiting for DHS action. 

 
Customer automatic upload from staffing packet. 

 
Customer missed conciliation appointment. 

 
Customer monthly status update. 

 
Conciliation status update. 
 

Conciliation appointment scheduled. 
 

Minimal Progress Status Update. 
 

Customer positive status update. 

 

 

Customer 3392 conciliation agreement. 

 

Customer status update to Conciliation. 

 

Customer scheduled for conciliation appointment. 

 

Customer contacted CBO mid-month status update. 

 

Customer status update of Non-Cooperation. 
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The Flow 

Refer also to the CBO – Intake Flow Chart (Mandatory Participant PDF) on the EPIC Partner Resources page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Customer assigned to CBO 

with scheduled 

appointment. 

Customer attends 

appointment. 

Customer is a no call 

no show. Upload 2151 within 48 hours 

of initial appointment. 

Able to reschedule, 

do not upload 2151, 

change appointment 

in EPIC. 
Unable to reschedule, 

submit 2151 

indicating “No 

Contact.” 

DHS begins 

conciliation. 

Upload 2151 with Client 

Assessment Complete or 

Client Service Initiated. 

Enroll or Reject Customer 

within 5 business days of 

initial appointment. 

Rejected customer 

returns to DHS for 

new assignment. 

After customer is enrolled, 

upload 2151A plan AND 

signed Employment 

Verification form. Within 5 business days, mark 

one ISTEP step as “Open” to 

demonstrate engagement. 

Upload 2151 indicating 

Client Service Initiated 

or Referral Rejected. 
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The purpose is to identify how specific IDHS required forms are being utilized in the EPIC program, as well as identify if any other documentation is being used in place of a specific IDHS form. These documents are used to track 

customer progress as well as facilitate communication between DHS and the CBOs. Each form listed contains a description of the action IDHS and CBO staff must take to sufficiently utilize and complete the form or its supplement. 

 

Form Number & Title IDHS Action in EPIC CBO Action in EPIC Policy Requirement 

2151 - Referral Form 

IDHS assigns the customer to a CBO which auto populates the 2151.  This form is 

available on the customer’s Profile - Assignment page. IDHS provides the 

customer with a printed completed 2151 at the end of the orientation/intake.  

The CBO downloads the 2151 form from the customer’s EPIC Progress page.  The 

form is completed and uploaded back into the customer’s Progress page within 

48-hours of the customer’s initial appointment. This notifies IDHS of the 

customer’s status (assessments complete, services initiated, no contact, referral 

rejected). The system reads the form and populates the dashboard based on 

which option is checked. It is accessible by both IDHS and CBO staff.  

Required by IDHS policy. 

2151A - Change Progress 

Report Form 

IDHS reviews uploaded 2151A to review both planned activities and actual 
activities. This form is available on the customer’s EPIC Progress page. 
 
 

The CBO downloads the 2151A form from the customer’s EPIC Progress page. 
When the form is completed, it is uploaded back into the customer’s Progress 
page. After the system reads the form, it populates the dashboard based on 
which option is checked. It is accessible by both IDHS and CBO staff.  
 
There are two ways to use the 2151A form to document activities: 
 
Planned Activity Use 
Within 48-hours of initiating services, CBOs complete an initial plan with the 
customer.  
 
Actual Activity Use 
• CBO completes at least one 2151A between the first and fifth of each month 
reflecting the customer’s engagement. This notifies IDHS of any changes to the 
customer’s plan/Progress, when the customer has completed the training 
program or to recommend sanction.  
• CBO will use the completed 2151A for the monthly Progress for staffings.  
 

Required by IDHS policy. 

2839 – Employability 
plan 

IDHS action not required. The ISTEP acts as the employability plan for EPIC. Once enrolled the customer will 
receive a printed copy of their ISTEP upon the receipt of service and any time a 
change is made. Included with this printer friendly (button) view are instructions 
on how the customer can access their ISTEP in the online EPIC system. Any time 
an ISTEP is printed using the button, a case note is added to the customer’s 
profile along with sending a notification with a link for accessing a customer view 
of their ISTEP online.  

 

Agreed upon process between 
IDHS and Commerce. 
 
EPIC Procedures  
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Form Number & Title IDHS Action in EPIC CBO Action in EPIC Policy Requirement 

2846g - Conciliation 
Appointment Notice 

IDHS action not required. 

CBOs complete the Conciliation Appointment Notice to schedule customers to 

meet if they become non-compliant. CBOs upload this document into the 

Progress page, along with mailing the customer a copy. 

IDHS Policy. 

3085 – IDHS Contract 
Report – Notification of 
Employment Retention 

IDHS action not required. 

Upon enrollment, CBOs will go over Employment Verification form with the 
customer. The customer is provided the option to sign the form.  If the customer 
chooses not to sign it, there will be no repercussions. The signed/unsigned form 
is uploaded to the customer’s Progress page and will include a case note if not 
signed.   

IDHS policy. 
 
Signed forms allow CBO to contact 
employer for employment 
information. 

3392 – Conciliation 

Agreement 

IDHS action not required. If the customer comes in for their compliance meeting, CBOs complete the 

Conciliation Agreement form stating the requirements they must meet in order 

to continue participation.  Both parties must sign this agreement. CBOs upload 

the signed document into the Progress page. 

IDHS Policy.  

4001a – Family 

Assessment 

The Family Assessment form needs to be completed prior to the customers being 

referred to the EPIC program to determine if they are a good fit to participate. 

CBO action not required. Agreed upon process between 

IDHS and Commerce. 

4333 - Employment and 

Training Participants List 

Complete participant status for local office and identify if staffing is needed. After completing the staffing packet for each customer, the online EPIC system 

will auto-populate the 4333.  The form will include customers identified to be 

staffed for each local IDHS office. This form is saved in the online EPIC system 

with the staffing packets and is accessible to IDHS and CBO staff.  CBOs make the 

4333 available to the appropriate IDHS contact three days prior to staffing.  

IDHS Policy. 

4334 - Employment and 

Training Staffing 

Complete section B: PARTICIPANT PLAN STATUS CHANGES, C: CASE STATUS, and 

sign as needed. 

Each month, the CBO completes a staffing packet which includes this form for 

each customer in the online EPIC system. Staffing packet is available in the 

reports area and saved in the online EPIC system. It contains the 4334 form and is 

auto-populated based on the customer’s ISTEP and 2151A. Both IDHS and CBO 

staff can access the packet. 

IDHS Policy. 

4538 - SNAP 
Employment and 
Training Program 
Pamphlet 

At Orientation, IDHS provides the 4538 pamphlet.  IDHS assigns the customer to 
the EPIC Services group. Additionally, a letter, going over the Sanction for Not 
Complying section, is available on the assignment tab. IDHS staff prints off and 
provides a copy to the customer.   

CBO enrolls the customer and a link to the 4538 pamphlet is sent as an email and 
Illinois workNet message to the customer. 
 

Agreed upon process between 
IDHS and Commerce. 
 

4728 – Learning Needs 

Assessment 

The Learning Needs Assessment form is completed as part of the Family 

Assessment prior to the customers being referred to the EPIC program to 

determine if they are a good fit to participate. 

CBO action not required. Agreed upon process between 

IDHS and Commerce. 

 

https://www2.illinoisworknet.com/

