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Invite customers to EPIC Orientation.

Why Invite Customers to Orientation?

1. Sign up customers for the orientation session using the EPIC tools. « lllinois workNet account is

A. Login to your EPIC dashboard for partners (only) automatically created.
http://www.illinoisworknet.com/EpicDashboard.* . Gives customers access to the
B. Go to Customers tab in dashboard menu application.

at top of screen.
C. Select DHS Search Tab to find or add DHS
customers.
D. Use the search criteria to narrow results.
i. Region
ii. Office (depending upon status you
may only have one office.) ‘
iii. Customer Name Y o
iv. Invitation Status (Not Invited) "
v. Date of Birth

ansno B 2 . WMy soncs  MIENon] A L NO@TIANT7_SUCOM) O0M~

vi. City ]
vii. Zip Code
E. Select search to find the name in the e w0 ewwm e s
search results. e (B o TS
F. From the results, find the correct person. i PVITESHAP FECHENT TO P
G. FOI’ tl’alnlng, We al’e gOIng tO pretend that 1. Resiew tha customer delalls 1o ensure you have the comect customer.
. . 2. Add the orientation date.
you do not see your customer in the list. 3. Cickinvio
i. Select Add DHS Customer Neme: Ty Do
ii. Enter the required information — oon e
1. Name, SN o3 B788
2 . Offi Ce Adcress: 3126 S Woodawn Apl 3w
Chicaga, 1 60624
3. SSN RN 126748374
4. RIN & Case ID - If you do not have the RN and -

DHS Case ID, there is a box to check. You will

Oxientation Dale:

be required you to add the information U IR - | Cutrghontebamutomarsn
o _ep_epe . — on iheir SSN. The acoount stalus wil be
before the eligibility review. PP -

5. Date of Birth R s
6. Address -
iii. Add DHS customer and select the customer from
the list (select the invite button).
H. On the new screen that opens - Enter the

Orientation date. Orientation Dale: o
. . . lJi:kmngEMeMqueatearBN
i. Review the number of appointments 0B/23/2016 WA BOEOARE O 7 a1 xlng N e
on their S5N. The acoount status wil be
already scheduled. Most locations Orienlaion Session dsplajod bekow,

Hover over a date o see how many
customers have been invited in the moming
and aftemoon.

will have a limit.
ii. Select Morning or Afternoon time
slot.
I. Select the Invite button to add them to your list.
Then your customers will appear in the intake tab and on your dashboard.

Moming

Aftermoon

After you pick date, pick
time slot. Then Invite.
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i. If the person does not have an lllinois workNet account, an account will be created. Write
down the customer’s username and password on their EPIC Orientation handout. Note:
This information is also available when you export the list of the Intake customers.

ii. If the person already has an account, the status will show the account was synced with an
existing account. Password recovery information is available to update the customer’s
password information. Write the customer’s

username on their EPIC Orientation handout. EEDIC e fivagin 4 -y
2. Go to the Intake Tab to check the names entered for orientation. CUSTOMERS - SEARCH
3. Filter by date of orientation, then click Search. o
4. Export the list of customers for the session. This will include Q INTAKE SEARCH @

information to help customers log into their account. To prepare
for your customer EPIC Orientation, you can print the exported
list to have on hand.

3 =

Change Orientation Date:
Should one of your customers contact you to let you know that they
cannot make a scheduled orientation session, follow these steps: e

1. Go to your dashboard. -

2. Click the Customers tab. ic T T ———————

3. Click the Intake tab. 2 &

4. Enter the name for your client.

5. Click the Search Button. . .

6. Click Profile in the results by your customer’s name. )

7. Click on Intake Activities Tab. =

8. Change the date of the orientation. You may also click has nof .

attended orientation.
9. Click the Save Button.

Epi[,@‘”. A 8 oo e | 4

INTASE ACTRTIES

A i T ORENTACN DA
*If you are with an EPIC partner organization but
cannot access the tools via your dashboard, you

- - need to request access. Please email
PSSO C—— i epi@illinoisworknet.com
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Group Re-invite Customers Who Did Not Attend Original Orientation Date

1. Go to the Intake Dashboard.

2. Select Office if more than one in your

region.

Select Filter

4. See the number in the Missed Orientation
line of the dashboard. If this number is
greater than the number of spaces you
have available in your orientation space,
you may need to use additional filters to
narrow the results.

5. Select the number in the dashboard to
see the list of people who missed
orientation.

6. On the next screen, you can filter by
office if you did not filter previously.

7. To narrow the search results, select Show
Advanced Search.

8. After the Advanced Search filters open, select a
date range of orientations for which you want to
re-invite people. Select a Start Date.

9. Select an End Date for the time period you want to

cover.

Select Missed Orientation from the drop-down

choices.

w

10.

Hide

10

Application Slalus
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11. After you have the search parameters entered, select the Search button.
12. The list of participants who missed orientation between the dates you specified will appear.
13. Select the Re-invite All Customers button to do a group invite.

Search \'\_]Lﬂ o L Reinvite Al Customers

onliics

| asl Name [irsl Name Hoegion Ollice CI30 Agency Cuslomer Information
Anderson lames 7 HCRC 1111 Norlh Aven Streel Rocklord Mol Assigned Profile
Hriggs | anco 7 HORG 11717 North Aven Streol Hoecklord Mol Assigned 1rofic
Conle Chris 7 HCRC 1111 Norlh Aven Streel Rocklord Mol Assigned Profile
12
Coukd Hobbic — 7 FCRG T 1111 Norlh Avon Slrool Rocklord Nol Assignod Irolie
Manncly [Palrick 7 HOIRC 1631 8. Galena Avenue Hreeporl Mol Assigned Profile
MeClclin Shea 7 HORG 11717 North Aven Streol Hoecklord Mol Assigned 1rofic
Slells Craig 7 HCRC 1111 Norlh Aven Streel Rocklord Mol Assigned Profile
Washinglon Comalius 7 HORG 11717 North Aven Streol Hoecklord Mol Assigned 1rofic

Showing 1 to 8 of 8 entries Previous ‘ 1 ‘ Next

14. A pop-up window will open. Click in the box next to the
calendar icon to see a calendar or type the date in the
box. Be sure to select a date at least 24 hours in the
future.

15. Select Save. All of the customers on your list have been
invited at one time!

BEMNMTE CUSTOMERS

Choose a new orientalion dale for these 1 cuslomer(s)
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