WISETS

Illinois SNAP Employment & Training System

Staffing Process for Participants

1.
2.

3.

Access reports from ISETS.
Option A
a. Go to each sub report to check the details for your
assigned providers
i. Select the Provider
ii. Selectthe Program
iii. Select the Month
iv. Select the Fiscal Year
b. Review the information.
c. Complete the components on the 4333.

Option B
a. Go to Staffing and Bill report
i. Select the Provider
ii. Selectthe Program
iii. Select the Staffing Month, i.e. in October the
staffing is completed for September.
iv. Select the Program Year.

b. Click the date in the Staffing/Billing Packet column.

In section 1. Complete Staffing Packet, select the
link to the report to be reviewed.

d. Click on the report name in the box to be reviewed.

Workforce Development is responsible for the
staffing component of the 4333.

4. Complete the staffing components:
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a.  Each participant from each agency

Illinois SNAP Employment & Training System

will need verification of “Receives SNAP”. Mark -
the appropriate radio button. e
b. Each participant will have a required or not
required 4334. If required, a full staffing will
need to be completed. This is done with the

Provider Manager e
c. Provider Managers mark the button for
“Staffing Complete”, in the last column when e
the review is complete with the agency. Y e
d. Checking the box will produce a case note
modal to be completed. Make any notes Sl e
related to the staffing as appropriate.

5. When all staffing boxes are marked, click the blue B v T
box at the bottom of the list indicating that the B e
staffing for that month is complete. A notification o o
will post on the part “1. Complete Staffing Packet”

 rin |

with the person who and date completed for that
staffing month. list that shows with all customers with a pending status.
6. Click a customer’s last name to go to the customer profile.
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Any icons or colored rows related to a participant record will be corrected with the agency and the provider manager.
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