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Purpose and Users 
Purpose 
ISETS Intake tools to check the customer’s SNAP eligibility status, complete a universal assessment, view 
recommended providers/programs, send reverse referrals, and make referrals to other providers.  

Users 
• IDHS State Level Admin - Will have access to all tools and provider/customer information.  They will 

set up provider, contract information, and partner accounts. 
• IDHS Provider Managers - Will have access to all tools and provider/customer information in their 

region. 
• IDHS Case Managers - Will have access to all Provider tools and customers that are associated with 

their organization.  
• CBO/Other E&T Providers - Will have access to all Provider tools and customers that are associated 

with their organization.  
• IDHS Billing Managers - Will have access to the billing module. They cannot access the customer level 

profile/data collection tools. 
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Definitions 

Adding Activities / Services – Provider Staff 
1. Add customer and complete assessments. 
2. Send appropriate referrals 
3. Add activities 

 

 

View Recommended Providers and Send Referrals 
Add activities  
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Add Activities/Service 
If your organization will be providing services click the button Add Activity/Service. This includes support services and 
program services. We will cover adding services in a later section. 
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Next Step - Send/Reply Referrals 
 
  
Send a referral for a customer at any time.  

1. Select Intake / Referral tab  
2. Select Send/Reply Referrals 
3. Click Add Referral 
4. Follow the steps listed above for a Referral to another agency or for a Reverse Referral to an FCRC. 
 

 

 

Approve / Reject Referrals 
 
1. As an FCRC – view the referrals 

to your location. From the ISETS 
Dashboard, access the list of 
referrals submitted to your 
organization that require action.  
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Send Referral  
1. Select Your Next Step click on 

Send/Reply Referrals 
2. Click on Add Referral. 
3. The Referral form modal opens. Select 

which type you want to Other Provider. 
4. Select an approved provider. Select the 

organization from the dropdown list 
sorted by closest to furthest away.  

5. Complete the Customer Consent form by 
entering the customer username and 
customer password. Check the box after 
the customer reads and agrees to the 
terms. Then click Submit Consent. Note: 
If you are not automatically redirected 
back to the referral form, Click Add Referral again to select the 
agency and you will be able to continue. 

6. Select the Refer From agency if you have access to more than one. 
7. Add the status of your progress with the customer.  
8. Add any additional notes. 
9. Click Submit. 
Print the referral form for the customer. 

Add Activity/Service 
1. Click Add Activity/Service to add a service or 

activity to the customer’s IEP/Case Management. 
You will be redirected to the IEP. 

2.  
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Assessments 
Add any assessment results to the 
customer’s assessments summary. A 
number of assessments are available 
in Illinois workNet. Ones that are not 
maintained by IwN can be added, i.e., 
Casey Life Skills, TABE and others. 
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IEP/Career Plan 
To complete the Intake process, go to Step 4. Provide Customer with information on how to access their IEP/Career 
Plan. Review the information with the customer, check the box at the bottom of the screen indicating you have 
completed the review. Click the blue box Go to the Customer’s IEP/Case Management Section to begin the plan. 
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Status updates 
After a client begins activities with the provider, the provider needs to submit a 2151 status update. 

Monthly a status update is required. Follow these directions. 
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