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OVERVIEW

SUMMER YOUTH EMPLOYMENT PROGRAM 2014
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AGENDA
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 Through the Eyes of a Workforce Partner

 Get Set-Up in Illinois workNet

 Recruiting Youth and Employers

 Enrolling Youth & Connecting to Employers

 Youth Activities Guide

 Reporting

 Through the Eyes of a Youth Participant

 Apply

 Career Readiness

 Work Experience

 End of Program
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SYEP 2014 WEBSITE
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http://www.illinoisworknet.com/SYEP2014

All of the information your team and 

customers will need is on the SYEP 

website!

 Youth use the main menu 

navigation to apply and login at the 

top of the page to use tools.

 Provider partners go down to the 

footer, in the first column click on 

“SYEP Guide.”  All documents from 

this meeting, guidance and 

instructions, webinars, etc..  is here.  

You’ll also login to your tools from 

the “SYEP Guide.”

WORKFORCE PARTNER GUIDE
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Review Online 
Application

Verify Eligibility
Print and Sign 

Application/Enroll 
Participants

Identify 
Worksites

Assign Youth to 
Worksites

Report Payroll

Report Outcomes

Assign 
Pre-Assessment

Assign 
Employment 101

Assign Post-
Assessments

YOUR TOOLS

 Use the SYEP Guide 

as your main 

resource.

 To access it, click the 

link at the bottom of 

the SYEP website.
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THE GUIDE

 Workforce Partners - Need to log-

in – it’s at the top.

 Access all of the tools you will 

need in the guide.

 Resources and steps to help you 

through the process.
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THE GUIDE

 All the resources you need!

 Check the updates for the latest news 

and changes.

 Register for webinars.

 Check the FAQ.

 Find the archived materials.

 Check out the full list of resources 

with active links.
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RESOURCES

 Find all of the downloadable resources you need:

 Program & Fiscal

 Recruitment Materials

 Intake

 Worksites

 Fiscal

 End of Program

 Instruction

 Presentation Recordings

 Career Readiness
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GET STARTED
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• Understand SYEP Tools

• Set up SYEP Provider Sites

• Set up Team

• Recruit Participants & Orientation

• Recruit Employers

• Use Dashboards

• Intake 
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WORKFORCE PARTNERS – FIRST STEP

 All SYEP providers need to have their intake 
location(s)/contact information and staff 
responsible for the program, in the SYEP system.

 Staff need to have an Illinois Workforce Partner 
Account.

 www.illinoisworknet.com > Workforce and 
Education Partners Enter Here

 Today:  Confirm intake location information and 
provide the names of staff who need to have 
access to SYEP tools. 

 We give them access to SYEP tools and send follow 
up emails to each staff person.

 Need to add more after today?  Contact 
info@siuccwd.com. 

Sign-up
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VERIFY SITE AND STAFF
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 Correct the location information if 

needed.

 Provide staff names so we can give them 

access to SYEP Tools. 

 Circle the program(s) offered at this site. 

 See if you’re already an Illinois workNet 

Partner is our system. 

http://www.illinoisworknet.com/
mailto:info@siuccwd.com
http://www.illinoisworknet.com/SYEP2014
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WHY THIS IS IMPORTANT
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Online 

Application

Youth

Youth Provider Sites
Workforce Staff 

At Each Site

RECRUIT EMPLOYERS

 Use the website and flyer,  from the main menu, click 

“Employers.”

 Helping young adults get job experience is 

 Good for business, 

 Good for youth, and 

 Good for your community.

 Extra summer help paid for through the program. 
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EMPLOYER GUIDELINES
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RECRUIT YOUTH

 Use the website and flyer.

 Present youth with an opportunity 

to gain experience and learn skills 

that are needed to enter and 

advance in the workforce.

 Age appropriate job training,

 Life skills,

 Counseling,

 Work-readiness skills, and 

 Supervised work experience.
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YOUTH & THEIR FAMILY 

LEARN HOW TO QUALIFY

Direct youth to the Qualify page to discover guidelines 

and fill out the application.

17

YOUTH APPLY ONLINE
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 All Youth must apply for the program. 

Select “Apply” from the main menu.

 Apply on a computer. 

 Apply on a mobile phone.

 If they were a participant last year and 

have an Illinois workNet account, they may 

just need to find out their password.

 A PDF containing the application 

questions is available from the web page to 

download and print.
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STAFF REVIEW APPLICATIONS

 Go to the SYEP Partner 

Guide.

 Log into SYEP Tools using 

your Illinois workNet 

Workforce Partner Account.
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GET STARTED:  STAFF REVIEW 

APPLICATIONS
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1. Use your dashboard to 

easily access a list of 

applications.

2. Click on profile to 

access the application 

information.

3. Verify the information 

and update the 

application as needed.

4. Set the eligibility status 

and enrollment status.

1

2

3 & 4

http://www.illinoisworknet.com/SYEP2014
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CAREER READINESS
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• Prepare

• Complete Pre-assessment

• Complete Employment 101 Guide

• Complete Post-Assessment

• Download Certificate of Completion

http://www.illinoisworknet.com/SYEP2014

CAREER READINESS
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 Use the SYEP guide for 

student career readiness 

development.

 Instructor guides are 

available for the modules in 

the SYEP Partner Guide.

http://www.illinoisworknet.com/SYEP2014
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WORK EXPERIENCE
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http://www.illinoisworknet.com/SYEP2014

SET UP A WORKSITE
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2

3

Workforce Partner Tools:  Employer Tab

1. Select Add Employer to add a worksite for your organization.

2. Enter the employer information and save.

3. View the employers in a list.  Select the employer name to view 

details or update their information.

1
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ADD YOUTH TO A WORKSITE
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Add the youth to an employer and enter:

• Employer/Worksite

• Type of Worker (Regular/Supervisor)

• Full/Part Time

• Start/End Dates

NOTE:  Youth can have more than one employer/worksite.

Workforce Partner View

Youth View

REPORTING

ILLINOIS WORKNET SYEP 2014 - WWW.ILLINOISWORKNET.COM/SYEP2014 26
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REPORTING:  DASHBOARDS

ILLINOIS WORKNET SYEP 2014 - WWW.ILLINOISWORKNET.COM/SYEP2014 27

1. Easy access to a list of 

youth through the 

dashboard.  

2. Export the list for 

more detailed reports 

(coming soon).

Dashboards provide an overview of youth status in the program.

REPORTS

ILLINOIS WORKNET SYEP 2014 - WWW.ILLINOISWORKNET.COM/SYEP2014 28
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PAYROLL/EXPENDITURES REPORT
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Before you can upload payroll, the youth participant(s) must be

• Marked as Eligible.

• Marked as Enrolled.

• Connected to a worksite
1. Export Payroll Template for a list of youth participants in your group that are 

eligible, enrolled, and connected to a worksite.

2. Update the file with payroll information.

a) Update dates in the "PayPeriodDate" column.

b) Review the names to see if a person is listed in more than one row.  If a 

person is connected to two (or more) worksites, there will be a row in the 

.csv file for each worksite.

c) Review the SSN column to ensure there are 4 digits.  

d) Enter data for hours worked, hourly wage, and gross wage.

e) Save the file as a .csv file.

3. Select Import New Payroll File and upload the file.

Expenditure Report Upload Instructions Coming Soon

Important Notes

Upload Payroll File Instructions

YOUTH APPLY ONLINE
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 All Youth must apply for the program.

 Apply on a computer. 

 Apply on a mobile phone.

 If they were a participant last year or 

already have an Illinois workNet account, 

they can use their existing account.  

 They can recover their password if needed.

http://www.illinoisworknet.com/SYEP2014

http://www.illinoisworknet.com/SYEP2014


6/16/2014

16

ONLINE APPLICATION – PRINT OUT
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http://www.illinoisworknet.com/SYEP2014

Youth can return to their account and 

print their application.

PRE-ASSESSMENT
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Youth can access the 

Pre-Assessment 

through their SYEP 

account.

http://www.illinoisworknet.com/SYEP2014
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ENROLLED YOUTH –

COMPLETE

PRE-ASSESSMENT
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http://www.illinoisworknet.com/SYEP2014

ENROLLED YOUTH –

COMPLETE 

EMPLOYMENT 101

 Use the SYEP guide 
(Employment 101) for 
student career readiness 
development.

 Instructor guides are 
available for the modules.

 Resources and plans are all 
in one place.

 Track progress.

 Must be signed into an 
Illinois workNet account to 
enter and save plans.
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PREPARE A CAREER PLAN
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PREPARE A CAREER PLAN

 Discover careers to match 

your interests.

 Explore job requirements.

 Identify your soft skills.

 Identify your technical and/or 

transferable skills. 

ILLINOIS WORKNET SYEP 2014 - WWW.ILLINOISWORKNET.COM/SYEP2014 36

 Analyze your options.

 Make a plan.

 Apply for programs & 

financial aid.

 Complete training.

 Earn credentials.

 Identify training 

programs. 

 Compare training 

programs.

http://www.illinoisworknet.com/SYEP2014

http://www.illinoisworknet.com/SYEP2014
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DEVELOP A CAREER PLAN
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PREPARE FOR A JOB SEARCH PLAN

38
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PREPARE FOR A JOB SEARCH PLAN

 Get organized.

 Prepare your resume.

 Prepare your portfolio.

 Prepare a plan.
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 Network.

 Search for job openings.

 Apply for a job.

 Interview.

http://www.illinoisworknet.com/SYEP2014

Youth  Tools Menu

DEVELOP A JOB SEARCH PLAN
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DEVELOP A JOB SEARCH PLAN
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ACHIEVE YOUR GOALS

42
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ACHIEVE YOUR GOALS

 Be prepared to accept the 

job.

 Get ready for your first day.
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 Start a savings or 

checking account.

 Determine your 

financial goals.

 Create, monitor & 

adjust your budget.

 Violence prevention 

and awareness.

 Continue to build 

your skills.

 Volunteer.

http://www.illinoisworknet.com/SYEP2014

POST-ASSESSMENT
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WORK EXPERIENCE
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WORK EXPERIENCE

 Youth participate in work experience.

 Learn valuable workplace skills.

 Enhance soft skills.

 Gain technical skills.

 Earn transferable skills.
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WORKSITE INFORMATION
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Youth View

Youth can access worksite 

information through their 

SYEP account.

END OF PROGRAM

 Student Survey

 Success Stories
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NEXT STEPS

 Review, update, and turn in the Grantee Information Sheet.

 Make sure your location is setup as an Illinois workNet Partner.

 Plan to attend upcoming webinars.
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THANK YOU FOR YOUR TIME

 Upcoming Items (Additional webinars and dates may be added.)

 Get Started – June 18 & July 1 @ 1PM (SYEP Partners)

 Career Readiness – June 18 & July 1 @ 2:30PM (SYEP Partners)

 Youth Work Experience – June 19 & July 2 @ 1PM (SYEP Partners)

 Program Reports & Payroll – June 19 & July 2 @ 2:30PM (SYEP Partners)

 Violence Prevention Webinar – June 25 1PM & July 8th 2PM

(SYEP Youth and Partners)

 Technical Assistance Webinars – June 25  July 2, 9, 16, 30   August 13, 20 10:30-

11AM (SYEP Partners)

Please forward additional questions to 

info@siuccwd.com.  
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QUESTIONS
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Email: 

info@siuccwd.com
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