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CEJA Reporting System Overview

The Navigator, Climate Works, and Workforce Hub programs use the CEJA Reporting System to report program data for outreach,
intake, service delivery, outcomes, and follow-up.
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CEJA Reporting System Outreach & Partner Engagement

9 Navigators, Climate Works and Workforce Hub Grantees enter outreach types.

@ This tool is used to document the following outreach events.

Cold Calls (phone, email, mailer): Partner initiated communication with a job
seeker or business who has never interacted with the partner.

Community Partnership Event/Meeting: Active participation at an event or ADD OUTREACH EVENT )
meeting organized or hosted by a community/membership organization. i.e. Dutrench Mame ©
speaking at a Chamber of Commerce/industry association event or hosting a
booth at a community event or job fair.

Audience Type ™
In-House Event: An event organized and hosted by your organization. i.e. open Individual Engagement »
house for potential participants, hiring events for current participants, or
community recognition events. Ou::?w }
Inquiry Contact: Communication with a job seeker or business that initiated —

contact. i.e. job seeker reached out through your website, followed up after an _ .
Cold Calls (Phone, email, mailers)
event, or was referred through the CEJA program website. These contacts might Community/Partnership Event/meeting

also be referred from CEJA partners or administrators. In house
|nqm_ry Contact
Regional or State Workforce Board Events: Active participation at an event \Rﬁert%glnéteittate’ WIB Events

sponsored by a regional or state workforce board.

Virtual Event: Organization or active participation in an online event. i.e.
organizing a webinar with guest speakers or speaking at a webinar organized by
another organization.




CEJA Reporting System Add/Upload Inquiry Customers

9 Navigators, Climate Works, and Workforce Hub grantees enter customer information into the

system to collect basic information that can be used for follow-up with those who may be

interested in a CEJA program.

@ There are two options for adding customers to the system.
* Add individual customers directly into the system

* Upload one or more individuals at a time.

@ Information Collected

*  Name
e Phone
e  Email

* Address (Street, City, State, ZIP Code)

@ The customer type is inquiry. If they do not want to be
contacted, mark them as do not contact.

Includes an option to set a follow-up date.

Instructions: Add Customers (PDF)

ADD CUSTOMER

First Name *
Last Name *
Phone

Email *

Street Address 1 *
Street Address 2
City *

State *

ZIP Code *

Type ™

Provider *
Navigator

Follow-Up Date

Add Customer Upload Customers

XHKCKKX-XXKK (Enter only Numbers)

Select

Select

Select

0L/ 306/ X000



https://miro.com/app/board/uXjVK9Hg4Sk=/?moveToWidget=3458764591818829064&cot=14

CEJA Reporting System Prescreening

ADD PARTICIPANT PRE SCREENING x

©

@

Navigators, Climate Works, and Workforce
Hub grantees complete the CEJA
prescreening with customers to help them
identify programs for which they qualify,
discuss program options, and refer/apply
to a Climate Works or Workforce Hub
grantee program.

This tool is used to collect basic eligibility
information and interest in the Clean
Energy industry.

@ This tool provides eligibility results for CEJA

programs, a level of interest in the Clean
Energy industry, a list of providers to
discuss program options with customers,
and a process for selecting a CEJA grantee

for which to apply.

Instructions: Prescreening (PDF)

This person does not wish
to be contacted.

Do you need any
accommodations to
complete this prescreening
or application? (e.g.
translation services, audio/
visual accommaodations,
etc)

First Name *
Last Name *
Phone

Email

Date of Birth ~

How did you hear about
this program? *

Are you interested in
working in construction or
the building trades?

Are you interested in
working in the clean
energy field? There are

[m]

Yes O No ®

Cody

Bellinger

217-303-5859

bellinger@noemail.com

YU MK X000K
Email [J Organization Website [ Radio
[ Social Media [ Nenprofit/Faith-based aoTv
[ Family or Friends organization referral [ Other

[J American Job Center [ Mailings

Customer Pre-screening Results:
« Customer lives in an Environment Justice Community: No

Yes @ No O

+ Customer lives in an R3 Area: No

o Customer has been incarcerated for a felony or misdemeanor: Yes

* Customer is currently in or has graduated from foster care: Yes

s Customer is a displaced energy worker: :

« Customer has, is pursuing, or is interested in pursuing a high school diploma or equivalent: ::

Yes O No O

Program Recommendation Review

Local Desire Interest in Clean
Program Eligible Availability Apprenticeship Jobs
Climate Works Pre- x v v x
Apprenticeship
Workforce Hub v v v x

Program

Pre Screening Result *

Provider

Provider
Description

View List

View List



https://miro.com/app/board/uXjVK9Hg4Sk=/?moveToWidget=3458764591818829064&cot=14

CEJA Reporting System Application

e Navigators, Climate Works, and Workforce

%)

Hub grantees complete the CEJA application
with customers to apply to a Climate Works
or Workforce Hub grantee program.

After the prescreening, the system will
check to see if the customer already has an
lllinois workNet account. If they don’t, the
system will create an lllinois workNet
account before completing the application.

Information from the prescreening tool
populates the application. Additional
demographic information is collected in
the application.

The application includes a field for SSN.
Howeuver, it is not required if the person
does not have an SSN or if they don’t have
their card.

Instructions: Application (PDF)

Demographic & Contact Information

First Name *

Last Name *

Do you have an SSN7 *

Email *

Confirm Email *

Street Address 1 *

Street Adldress 2

City *

State *

ZIP Code *

Primary Phone *

Primary Phone Type *

Alternate Phone (Format:
DOOE-HOCK-G0C)

Alternate Phone Type

Date of Birth *

‘What sex were you
assigned at birth, on your
birth certificate? *

How do you currently
describe yourself? *

Are you authorized to
work in the US? *

What racial or ethnic

groups best describe you?

1%

Cody

Bellinger

Select one

bellinger@noemail.com

bellinger@noemail.com

417 Pendik Street

Jacksonville

Ilinois

62650

217-303-5859

Home

Select

8  1/1/2000

Male

I use a different term

Other Term

© ves O No

Select all that apply.

O American Indian or Alaskan Native
O Asian

Hligibility



https://miro.com/app/board/uXjVK9Hg4Sk=/?moveToWidget=3458764591818829064&cot=14

CEJA Reporting System Career Assessment

G N avigato rs’ CI i m ate WO rks’ a n d Progress Intake  Career Plan Referral Program Completion/Follow-Up
Workforce Hub grantees complete INTAKE CASE NOTES(35)

the CEJA Career Assessment with © Complete Application
Profile: Leo Blake

Prescreening Information

C u Sto m e rS Email Iblake@noemaili23.com View Application Completed on 2/14/2024
° [J Requires Funds for Completing Intake

DOB 1/1/2000 2. Career Assessment

Last 4 SSN N/A Add Career Assessment

See Al Shsw‘ 10 v ‘ entries

Assessment v

@ Collects current employer
information, lifting/standing ability,

Reset Password

Career Assessment Completed on 02/14/2024 %

Send Message
prima ry/Secondary career goa]s, ADD CAREER ASSESSMENT < | |
and interest in various Clean e’ g | sieaona
Energy jObS. Emp\oyrr:::;ta::7; Select Response .
This information is used to have a
conversation about careers that
may be of interest to the customer.
Multiple Career Assessments can e
be saved for the customer. ; 22| seectResponse .
Instructions: Career Assessment (PDF) R [P .
secondry CG:;E: Select Response -



https://www.illinoisworknet.com/partners/Documents/Climate%20Works/CEJA%20-%20Intake_v1.pdf

CEJA Reporting System Service Needs Assessment

9 Navigators, Climate Works, and Workforce Hub grantees
complete the CEJA Service Needs Assessment with customers.

@ Collects information about the
customer’s circumstances to help
determine if they need support
services or a referral to help them
be successful in the program.

The results are used to create a
list of needed referrals and
services on the customer’s
progress page. Once those
referrals or services are entered
into the system, the customer
changes from “needs attention”
to “good”.

Multiple Service Needs
Assessments can be saved.

Instructions:

Service Needs Assessment (PDF)

A L/ \ I\ \JINT NS J T J T LIV TN T/

Progress Intake Career Plan Referral Program C

INTAKE

Profile: Leo Blake

Email lblake@noemail123.com

1. Complete Applicaf
Prescreening Inforny
View Application C
[ Requires Funds f{

2. Career Assessmen

Add Career Assess|

See Al Show entri

DOB 1/1/2000

Last 4 SSN N/A

RANSPORTATION

Do you have transportation concerns that could affect your participation in the program?* @ Yes O No

Select all that apply.

® 1 need some financial assistance to cover my transportation expenses.

Recommendation: Review local Community Action Agency, faith-based organizations, or American Jol

Referrals
Referral for transportation assistance

In-House Support
Public transit fare/cards

Car repairs

Plate sticker/city sticker renewal
Gas cards

Rideshare/taxi

Fees

Bike repairs

Rental

Parking costs

Cost of driver's license

[ 1 need help getting car insurance.
[OJ1do not have transportation.
[ The transportation schedule conflicts with the training schedule.
Comments

@sowrce 0 @ @ | B [ENEN

B I USx x|&T7T,

= Py B

Styles - | Format - | Font - | size

Reset Password

Career Assessment Completed on 02/14/2024 X

Send Message

3. Complete screening for Service Needs Assessment

Participant Summary Tools

Services Needs Assessment

Assessments
Show entries
Attendance Assessment v Last Updated
Case Notes Service Needs Assessment Completed on 03/08/2024
03/08/2024
Credentials
Service Needs Assessment Completed on 02/14/2024
02/14/2024

Training/Services

Uploads

Previous

View a Program Assessment Summary for steps 1, 2, and 3.

Worksites


https://www.illinoisworknet.com/partners/Documents/Climate%20Works/CEJA%20-%20Intake_v1.pdf

CEJA Reporting System Intake Page

Climate Works and Workforce Hub Grantees View

Progress  Intake  CareerPlan  Referral  Program Completion/Follow-Up

INTAKE

1. Complete Application
Prescreening Information
View Application Completed on

N aVigatO r ViEW Email si2csz@rosmarizs.com [ Requires Funds for Completing Intake

DOB 1/1/2007 2. Career Assessment

Profile: Serena Valdez

©oDasHBoARDS- W Groups & @ Bl ‘ HI, CEJA-NAVA~

CEJA REPORTIN TEM INTAKE

Progress | Intake

Last 4 55N M/A Add Career Assessment

Showho V\entr\es

Career Assessment Completed on 06/05,

INTAKE CASE NOTES(6)

Profile: Holly Atkinson 1. Complete Application Participant Summary Tools
Prescreening Information

View Application Completed on 12/11/2023
) Requires Funds for Completing Intake

Previous 1 Mext

3. Complete screening for Service Needs Assessment

Email
hAtdnson@noemailiz3.com

Show |10 ~| entries

2. Career Assessment Assessment + Last Updated
DOB 11/1/2000 N e Service Needs Assessment Completed on 06/05/2024
Add Career Assessment
06/05/2024

Last 4 SSN 1/

Previous 1 Next

View a Program Assessment Summary for steps 1, 2, and 3.
Career Assessment Completed on 12/11/2023 % 4. Customer Status: Enrolled

Previous | 1 | Next
3. Complete screening for Service Needs Assessment
Participant Summary Tools
5. Use Customer's Training & Services/Career Plan to:
v Last Updated 1. Use Customer’s Career Plan to:
T 1271172023 1. Discuss initial application responses saved in the career plan and add a summary to the
12/11/2023 plan.
2. Discuss goals based on the customer's current situation and where they want to be. Add
Previous | 1 | Next goals ta the plan.
3. Discuss steps/services that can help them reach their goals. Add the steps/services and
View a Program Assessment Summary for steps 1. 2. and 3. related information to the plan.
4. Make sure the customer agrees to the plan. If not, make adjustments so they are on-board
with the plan.
© 2024 - lincis workNet® - V: 2024.6.18.1 - ENV: TEST 5. Have the customer sign the plan either electronically (paper copy is not needed) or

physically (paper copy is needed).



https://www.illinoisworknet.com/partners/Documents/Climate%20Works/CEJA%20-%20Intake_v1.pdf
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Callege Changes Everything Campaign 2023

Join the 2023 College Changes Everything® [CCE) Campaign in llinais! As college preparation and planning increases
through the fall for the 2023-24 school year, be sure to check out the llinois St ‘om 4C) and its
%' schedule of
Changes Ever

s Student Assistanc

rkshops of free college and financial aid plary
.

Black Business Month 2023
= =
=mE= August is Black Business Month and is a time to recognize the contributions of the 132,000+ black-owned businesses
throughout Hllinois. The Department of Commerce and Economic Opportunity (DCEO) will host a series of webinars
I t G i d

ng for students and families. Fead mo

BUSINESS “highlighting community leaders, arganizations, and business enterprises through a campaign inviting linoisians to “Shop.
el Black-owned Business Saturdays.” Learr Black By

TOOLS, GUIDES, & INITIATIVES

Global Partner Tools

Global tools are available to all lllinois workNet partners.

partners include hased ions of many kinds that help individuals, employers or community partners achieve
their caresr and workfor Hlingis' organizations are encouraged and welcomed 1 ip. There are no costs to
partners to use the N online tools

Partner Resources on lllinois workNet - =
g =] .!ﬁ
https://www.illinoisworknet.com/partners/Pages/default.aspx

nt 101 Create a Partner Account Customer Support Center
Ilinals worket offers assessments Determine and set your Help Individuals. employers, an Custamer Supgort Center tools
it con be used a5 part of the the el - athieve s worket
pued oo 10, their v and B
emgloyment goals by bec. help customers reach

)

fvents Calendor Wioa cPolicy Manust Qutreach materiats Service Finder administration
i job Tairs. wetinars, workforce The WIOA Warks ePalicy 2pa i an partrers
related events. and mare that can Interactive manual where wsers can simple! Save time and money by can add their organizations’ service
el your business needs. marerai. These or referal Informatian to the
the Workforee .. materiais carney 3 pr.. Service Finder Too..

Success Stories: VirtualJob Falr (VJF) Gaie
siare program and customer e, manage, and schecu Virtual Access peofessional sevsiopmant ccessthe 1665 ook, Rapis
o Jo i rngi snd e courses ulorials and aining Response Marketing Materiaks &
Gppartunity ACt (WIOA) sucess events sa hat you can help o opportunites o resoarces and Resaurces, Trade Forms, and the
stories, I youare part of a speca seekers and empioye. ool e worknet. Trade Partner Guice,

Program Guides for Partners

These guides provide program related instructions/resources.

Please note these links are nat intended as guidance for the general public

S | | e s

DHS Youth lncur\'l\rbenl Worker
Tracking System
Programs >

DHS Youth Partner Tools WTS Guide

T
Navigators

/XIEBS| |WIDR | IPATS

R ety et e 4 WORK
N O

e Hubs

Notice of Funding


https://www.illinoisworknet.com/partners/Pages/default.aspx

CEJA REPORTING SYSTEM
DEMONSTRATION & NEXT STEPS

Demonstration ® Outreach & Partner Engagement

Next Steps

Add/Upload Inquiry Customers

Complete Prescreening and Application

Complete Career Assessment and Service Needs
Assessment

Review Work Plan Scenarios with CEJA Team

Set Up Test Grantee and Test Users

Provide Test System Access to Grantee

Update Partner Guide with Tutorials
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america njobcenter

THANKS FOR VIEWING!

Next Session July 11 10:00-12:00

lllinois workNet Session 3: Career plan, Adding/Updating Services, Completion/Follow-up

The Illinois workNet Center System, an American Job Center, is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. All voice telephone
numbers may be reached by persons using TTY/TDD equipment by calling TTY (800) 526-0844 or 711. This workforce product was funded by a grant awarded by the U.S. Department of Labor’s Employment and
Training Administration. For more information, please refer to the footer at the bottom of www.illinoisworknet.com.
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