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Access the NEG Disaster Project at: 

www.ilworknetNEG.com  

Access the NEG 

partner guide at 

the bottom of the 

page. 

http://www.ilworknetneg.com/


To access the guide 
you must log-in with 
your Illinois workNet 
Account: 

 If you need assistance 
with your Illinois workNet 
user account, contact 
info@illinoisworknet.com. 
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mailto:info@illinoisworknet.com
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To access the 
Payroll 
information, 
select the 
Payroll Upload 
Tool. 



 Available filters include: 

 Payroll Status 

 Hours 

 Program Status 

 Last Payroll Period 

 Name 
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 Enter all parameters 

 Select Search or Export 
 Results will include: 

 Participant Name 

 SSN4 - last 4 of social security number 

 IWDS ID 

 LWIA 

 Start/End Date 

 Active/Closed 

 Worksite 

 Total Hours 

 Total Gross Wages 

 Remaining Hours 

 Green – sufficient hours remain 

 Yellow – 81-160 hours remain 

 Red – less than 80 hours remain 
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 Payroll Records 

 Select Payroll Period Start 

 Select Payroll Period End 

 Option to filter by last name 

 Search or Export 
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 Results render: 

 LWIA 

 Pay Period End Date 

 Participant 

 SSN (last 4) 

 Hours Worked 

 Hourly Wage 

 Total Gross Wages 

 When Imported 

 Changes may be made to remove 
duplications and errors. 
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 Create a Comma Separated (.csv) file of your employee records. 

 If you have data in an Excel format, you can save it as a .csv file by doing a: Save As, 
select Save as type, and then select CSV (Comma delimited)(*.csv). 

 Each record MUST include the following fields (for .csv & Excel files use field name 
headers). The spelling of the column heading fields MUST be identical to the following 
or the import will fail. 
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 Required columns are: 
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 Create your data file. 

 If in Excel: 

 File- Save As- Save as type 

 Select CSV (.csv)- comma 
separated file 

 (See example on next slide) 

 Sample CSV payroll file 
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https://www.illinoisworknet.com/vos_portal/residents/en/admin/landing.htm?pred=/support/samples/NegPayrollSample.csv


 Save As 

 Computer 

 Save as type: 

 CSV (comma delimited) 
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To begin the import 
process: 
 Select the Import Tab 

 Click the Upload File 
button 

Illinois workNet NEG Flood Grant Payroll Training 14 



 NEG worker cannot exceed 1,040 hours 

 

 

 Green – sufficient hours remain 

 Yellow flag – 160-81 hours remain 

 Red flag – only 80 hours remain 
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The NEG workers CANNOT under any 

circumstances exceed the maximum 

allowed hours of 1,040. 



 Choose your prepared .csv file 

 Click Upload File 
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Detailed steps 

follow on the 

next slide. 



1. Click the Import tab. 

2. Click the Upload File button. 

3. Click on the Choose File button. A 
Windows Choose File dialog box will be 
displayed. 

4. Browse the computer folders and select 
the payroll file to be uploaded for this pay 
period. 

5. Click Open. 

6. Click the Upload File button. The file will 
be uploaded to our server and display the 
contents of the file. 
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 If all of your data was 
correct, you will see a 
screen like this from which 
you can review the data to 
make sure it is accurate. 

 If data is correct, click on 
Import Data. 
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Please review the following data. If it 

looks OK, then click on the Step 3 - 

Import Data link on the left to import 

the data into our system. 



 Any errors will be noted in the red box at the top of the screen. 
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 If you have successfully 
imported the data, you will see 
these two areas– one at the top 
of the screen and one at the 
bottom of the screen. 

 

 

 If you’re satisfied that everything 
is correct, select Close Import. 
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 The Participants and Payroll tabs will 
be updated with the new records. 

 You may double check by creating a 
new query. 
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 Questions may be directed to: 

 Workforce Partner accounts – info@illinoisworknet.com 

 NEG Grant Compliance – Lora Dhom - Lora.Dhom@illinois.gov  
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To see archived videos about the program: 

  

OR: 

http://www.youtube.com/illinoisworknet 

 

To get information on our upcoming webinars, follow us on social media: 

http://www.ilworknetneg.com/Pages/NEG-Videos.aspx  

mailto:info@illinoisworknet.com
mailto:Lora.Dhom@illinois.gov
http://www.youtube.com/illinoisworknet
https://www.facebook.com/illinois.worknet
http://www.linkedin.com/company/illinois-worknet
http://www.linkedin.com/groups/Illinois-Virtual-Job-Club-Network-4794123
https://twitter.com/ILworknet
http://www.ilworknetneg.com/Pages/NEG-Videos.aspx
http://www.ilworknetneg.com/Pages/NEG-Videos.aspx
http://www.ilworknetneg.com/Pages/NEG-Videos.aspx
http://www.ilworknetneg.com/Pages/NEG-Videos.aspx

