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GET STARTED

1. Make sure all staff who need to access EPIC tools have an lllinois workNet account.

2. Request access to EPIC tools. For new requests, send an email to info@illinoisworknet.com. Include the
following information:

Agency name

Staff name

Staff email address

Let us know that you are requesting CBO access for EPIC tools.

a0 oo

BACKGROUND INFORMATION

DHS staff is completing the EPIC Intake process. The intake process includes:
e DHS staff identifying and recruiting eligible SNAP recipients/customers.
e Customers completing the EPIC application and Career Cluster Inventory assessment.
e DHS case worker recommending training programs based on baseline requirements and assessment results.
e DHS completing random assignment.
e DHS assigning EPIC services group (treatment group) customers to a training program.
o lllinois workNet system notifying CBO staff of assignment via lllinois workNet message and email.

CBOs ACCESS ASSIGNED CUSTOMERS

1. View these customers through the EPIC Partner Tools.
a. Loginto www.illinoisworknet.com and go to your dashboard.
b. Select Partner Tools.
c. Select the EPIC partner tool and you will see a list of customers who have been assigned to your
organization.

2. Contact the customer to set up an initial appointment to engage them in services.
a. Select the customer information link to view their profile and plan.
b. Select the Profile tab.
c. Select the application tab to view customer contact information.

3. If the customer does not have an email account, help them create one. Then have them log into their Illinois
workNet account and update their profile to include their email.
The customer will log into www.illinoisworknet.com and go to their dashboard.
a. Select Update My Profile.
b. Enter in their email address and save changes.
4. Complete the 2151 form and upload to lllinois workNet no later than 48 hours after initial appointment date.
(Use this process until the Progress page is available).
a. Select the customer information link from the list to view their profile and plan.
b. Select the ISTEP tab.
c. Select the Personal Development tab and upload the completed 2151 form. If they do not show up for
the appointment, add a note in the ISTEP case notes section.

5. You can add case notes to the customers ISTEP Plan as needed. Additional information will be provided
regarding using the ISTEP.

CURRENTLY IN DEVELOPMENT

e An appointment calendar for the CBO to enter open appointment times for initial customer
appointments. DHS case worker will use the appointment calendar to schedule the customers first
meeting before leaving the random assignment meeting.


https://www2.illinoisworknet.com/
mailto:info@illinoisworknet.com
http://www.illinoisworknet.com/

Powered by q‘
ILLINCIS

E M AWprilet Interim Process for CBOs
D | C Engaging EPIC Enrolled Customers
July 2016 v FINAL

e Progress page and Enrolled Customer Dashboard to communicate progress of customers enrolled in the EPIC
SNAP E&T Services Group.

Mock Up - DHS view after assignment to the treatment group

EPIC Group Assignment
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EPIC Icon Dashboard Customers | Repor(s‘ ' Hi, Natasha W

Profile q ISTEP q Servicas‘ Oulcornes‘{ Case Nolas‘ Asmamunts‘q Roperls\

[ Profile Details | General Information | Intake Activities | Eligibility Review | Assignment |

Treatment Group Only

— Customer Profile Information — Random Assignment Date: 3/1/2016
Random Assignment Group: EPIC SNAP E&T Services

Program Asswgr\ment‘@

[Medlcnl Assistant Employment Prep Program i']

Schedule CBO Appointment (1)

Albany Park Community Center Appointment Times
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Mock Up - CBO Schedule/View Appointments

EPIC Group Assignment

QD XD ( )

e -
EPIC l"?";'_ r Dashboard Gustomers Resources Reports l' Hi, CBOaccountW

|Tmining ngmms“{ Appaintment Tlmes\

Schedule Open Appointment Times S
Select time slots availlable for EPIC Customer First meeting. @ CBO View
rev Week 3/1& | 3/15 316 3117 | 818 | Nex Week

Q——) Wi Monday | Tuesday | Wednesday | Thursday | Friday (——>

10:00 AM = O [ o O

11:00AM = O & O

100 PM %] [} =g %) O

2:00 PM = O & & O

3:00 PM ] ] O a O

View Customer Appointment Times

3/16 Wednesday 10.00 AM - Meet with Sid Luckman
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Mock UP - CBO Updates Progress Page
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EPIC Group Assignment
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Customers
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- Customer Profile Information —

CBO will complete
online form that will
populate the required
IDHS 2151A Form

Initial CBO Appointment

Scheduled Date: 3/16/2016

Treatment Group Only

I Upload completed 2151 Form After Initial Appointment l

[J Customer did not show up to appointment

CBO Enrollment Status: Enrﬂlled—‘v

Exited

Training Program Placement

Program ﬁssgnment"@

Medical Assistant Employment Prep Program ]v

Employment Services Only
Assign customer to a different CBO

Change in Activity/ Monthly Update

| Submit 2151A Form l

Hide 2151A History

05/01/2016  Monthly Update Submitted by ntelger
04/26/2016 Change in Activity  Submitted by ntelger
04/15/2016  Recommend Sanction Submitted by ntelger
04/01/2016  Monthly Update Submitted by ntelger

If CBO decides customer is not a good fit,
there are 2 options.

Provide Employment Services Only or
request for them to be assigned to a
different CBO.

If they are un-assigned from a training
program, the count of customers assigned
to the training program will automatically be
adjusted in the system.

.
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2151A Form

. - Ty,
?,SQZ;L'L';T%? Human Services Change Progress Report Form BA(1 Year) htg
CLIENT INFORMATION
Person Served: Birth Date: i Male ) Female SSN{last 4 digits):
Case Name: IDHS Case Number: RIN:
Address: City: Zip Code:
IDHS Office Name (#): Local Office Liaison:
OLTI‘:SE Address: Phone:
Ciky: Zip Code: Fax:
Provider: Phone:
PROVIDER ] ;
INFORMATION Address: City: Zip Code:
Contact: Fax:
Usa one Changs Prograss Report per activity: You may fill sut only the bottem portion and stapls to the top. Reporting month:
oy Jouse | et THamesl T Ak b T o T coge | Timeor [ e
DS..bsczed Work Ma D Job Search/Readiness 200
[ wark First - TANF 21 [] vocational Training 350
[ ok Skits Training - TANF 222 [ asic Education - #BE 353
(lrost sec ez seraTtan | 300 [ Basic Edusation - GED 354
[oc Training2.5GraTanE | 301 [ ] Basic Education - HS 355
[rost 2c Education - TANF 342 ] Work Experience 530
DCG'nrr'..ni‘tyrSeru’c,e—TANF 348 I:I Self-Employment 540
[ Liok Retention 541 [ critd Under 1 781
[uok Readiness - SNAP E&T 215 [ substance Abuse 783
I:IEami-re -SMNAP EAT 453 I:I Domestic Violence 784
[comp Eameare - shaP EaT | 454 [ Mentat Healtn 788
Community Work - SNAP E&T| 531 [ oer 789
Chesck the client’s progress on the activity: D Siuation wqrseD Mo progress [Flecommended course of action for the client D Program completed

Jab Skiks Traking - TAMF (222}

Post Seg. Education 2.5
GPA - TANF (300

Voo TMgr2.5 GPA - TANF (301)

Post Sec. Education - TANF (342)

Community Service - TANF (346)

Job Readiness - SHAP EST (215)

Eammiare - SNAP E&T (453)
Comg Eamfare - SMAP EAT (452)

Community Work - SMAP EBT (531)

Job FearchiReadiness (200}

Wocational Traiming (350}

Basle Education - ASE (353)

Basic Edueation - GED [35£)
{couniabie T.5. only)

Includes any training or retralning directly related to employment. The raining develops or enhancas a ellents skills In the arsas of witng.
reading. math, oral orwitien business communication, or new Industry technalogy. For TANF, counts If combinedwith 20 hours of anather
countable activity.

Programs ihal lead to assodiale’s or Dachelors degres of a degree In a specialized Mield. For TANF, add one hour of study time for each classroom fioar,
Stop the counter i 2 GPA of 1.5 is maintzined while in fullime attendance.

Usually short term programs that prapare client for 3 specific type of work. For TANF, 304 one hour of study fime for 2ach cl3ssnoom hour.
Counts for 12 months Maximum, DUt ¢an ba extendsd DY COMBINING with 20 NOUrs of anoMer countabie 3CHVtY. Stop the COUTHEr If a GPA of 2.5
s malntained while In ful-time attendance. After 24 manths, the TANF cllent must mast the work requirements.

Programs that lead to 355005318’ oF Dachelors dagres In 3 speclalzed fiekd. For TAMF, add one hour of sthudy ime for each credit or classrom
nour.

Unpakd work that client inds and amanges such 35 far a schoal, church, Non-prof, or govamment agency.

Includes counsellng, job placement services, skills assessment, efe. Gives e clent a chance io retum io work by refining job seeking and
rieniewing skilis through Intensive training.

Eamnfare s 3 work program for SMAP clients who volunteer to paricipate. A non-cusiodial parent of a child receiving TANF may be court-ondered
i participate. Eamfare paricipants work up io S0 hours a manth for up 1o & monihs and may eam up to $234.00 per month. For Eamfare, the
ocal office recrults participants and empioyers. For Comprenenshve Eamfare, the confractor must recrult pariidpants and empioyers.

Uripaid work that the client finds and amanges such 35 a for 3 school, church, non-prof, or govemment agency.

Inciudes job placement activities, job club and job readiness workshops. In @ SNAP EAT siuation job search may e for no more ihan & weeks
'within a 12 consecutive month period. For TANF, job search contact counis 25 4 hours of activity. A TANF chent may only participais in 4 consecutive weeks,
mot o exceed § weeks in 2 12 month period. The time restriction can be exiended by combining with 2 hewrs of another countable activizy.

Usually shor term programs that prepare client for 3 speciic ype of Worl. Inciudss vocationaly focesad ESLGED or ESLAGED drecty related
o empioyment. For TANF, add one bewr of study time for each classroom hour. Counis for 12 months maximem, but can be extended by combining with 20
boaws of another countable activity. Afer 24 months, She TANF client must meet the work requinements.

Inclides basic and remedial education. For TANF, add one hour of stady time for each classsoom hour, ESL ot tied o work is countable. After 24 months,
the TANF client mast mest the work requirements.

GED classas. For TANF, 2dd ane hour of study time for 2ach classroom hour. After 24 manths, the TANF chiznt must meet the work requiremenss.

Hign School ¢lasses to secure diploma. For TANF, add one bear of study Sme for 2ach classmom hour. Afier 24 montis, the TANF client mus: mees the work
requinements.
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Basic Egucation - HS (355) Clients placed In a supendsed assignment with pubdlc, private, or not-for-profit emgloyers, organizatons, and govemmental agencles that have
{countabia T.5. only) an agreement with the Department. A formal agraement ks nesded bebween the provider and work experience sponsor. The Department pays
Wworkman's compensation. The activity Is subject to Tair labor standard laws.
Work Experiencs (330
Includes saif-employment devalopmeant fraining program and techrical assistance programs.
Inciwdes training on oo refated sswes, job coaching and counsaing, and fllow-up With employers 10 address IS5Ue6 of probiems an the job.
Self-Employment {540}
Used to report activities for an exempt person with a child under age one, If no other activity code appllies: Counseling or group s2sslons to
Job Retention (541} expiain the benefis of estabilshing patemity and obtaining support health-retated edwcation, oiher activities that help mone the family foward set-

suMclency.

Child Under One (TET}
Client Is actively participating In treatment services to adgress substance probiem which Impede seltsuMciancy.

Client Is actively participating In senvice to cope with domestic viskence lssues which Impede sa-suficiency.
Alcoholisubstance abuse [TE3)
Client Is actively participating In mental healiveounseling services to address Me lesues which Impeds sa-suMclency.
Domestic Viokence (734)

Rehabiitation senices, foster parenting, or other program.

Mental Healfh (766}

Check the client’s progress o the activity” D Situation wmel:l Mo progress Recommended course of action for the client l:l Program completed

Minirmal ress Acoe| =5 Substantial ress Mo change/continue 5P Amend 5P attached|
prog progre: prog oe Py

[] Mon-cooperation [ ] Conciliaton || Completed [] Joint staffing needed [ | Addifional referrals || Recommend sancticn
IClient went to work Check any change in supportive service needs

Employer Namea: Type of Suppartive Service [Funds Hrovided Made Referrals  Regquest Payment - DHS

Contact Phone: [ ] Chid Care

Address: [] ek Search allowance

City: Fip: |:| Medical Exams

Job Title: [] Dental [] Optical TAMF

Start Date First Pay- [] Work activity allowance TANF

Wages/hr: Hourswk: [] Transportation

Health Insurance: [J¥es [MNe [] other:

|:| Mo longer appropriate for provider services. Provide reason:

[[] IDHS Clisnt Status Change

Provider Signature: Date:
IL444-2151A (R-4-10)

Page 10f 3

EEQEEL'!L?‘Zl?Human senvices Change Progress Report Form BA(1 Year) F::t&

Attach copies of any seniceftreatment plans, discharge summanes, client notices, ete.
CLIENT ACTIVITY CODES

MOTE:  Activities listed balow In bokd print represent those work of wark-related actvities which meet TANF federal participation guidelines whan applied to
sngle parent families (category 04) of two parent familes (category 06). Single-parent families must parscipate In countale activities 30 Rours per
wesk. Two parent familles must parficipate In countabie acvities 35 hours per week. If there s 3 Bme resiriction for 3 TANF cllent's paricipation
In thiat activity to count Tor federal participation, It 15 IndiEated In the descapbon saction.

Activity/Code Description

SUDSIIZED WOTK - TANF Trairing actity In which cient obtains 3 o0 on 3 full oF fart HMe B3sks With 3 puDlle of private Smpioyer which recalved 3 subsidy for provisng
franing. During M training program, cents 2ngage In work which enabise Mem to gain skils 3N KNOWSOge nesded 10 retain Smployment at
PIOGrAM end, of obiain other employment where skllls can be ublized. Income recaived 15 budgeted Tke eamings by the local offos and Is plcked
up through eamed Income coces. For TANF, fmited o § months in length.

'Work First - TANF (211} Familles designated as an 04 case are placed on subsidized woek assignment 30 hours/monith. Two-parent families woak 120 howrsimonth.

Other (783) |

IL444-2151A (R-4-10) Fage 2 of 3

State of lllinois

Department of Human Senvices  change Progress Report Form 6A(1 Year) f;;'

COMMENTS:
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Mock Up - Enrolled Dashboard

CBO Enrollment Verification Status

Referral Pending - Scheduled Appointment

Referral Pending — Enrollment Verified Past Due
Referral Pending — Appointment No Show
Appointment Complete & Enrollment Verified

DHS indicated Customer NOT Currently Snap Eligible

Recommended Course of Action (based on most recent 2151A form)
CBO Need to upload - Past Due
DHS to review 2151a Current — Amend SP
2151a Current — Joint Staffing Needed
2151a Current — Additional Referrals
2151a Current — Recommend Sanction
2151a Current — No Change/Continue SP
Program Complete
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