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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.

CEJA Reporting System Process Flow
(https://miro.com/app/board/uXjVK9Hg4Sk=/?share_link_id=969598929258)

https://miro.com/app/board/uXjVK9Hg4Sk=/?share_link_id=346919041977


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 

meeting organized or hosted by a community/membership organization. i.e. 

speaking at a Chamber of Commerce/industry association event or hosting a 

booth at a community event or job fair.

In-House Event: An event organized and hosted by your organization. i.e. open 

house for potential participants, hiring events for current participants, or 

community recognition events.

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 

event, or was referred through the CEJA program website. These contacts might 

also be referred from CEJA partners or administrators.

Regional or State Workforce Board Events: Active participation at an event 

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 Outreach & Partner Engagement



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.

CEJA Reporting System Add/Upload Inquiry Customers

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 
• Phone 
• 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)

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


CEJA Reporting System Prescreening

This tool is used to collect basic eligibility 

information and interest in the Clean 

Energy industry.

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 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)

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


CEJA Reporting System Application

Information from the prescreening tool 

populates the application. Additional 

demographic information is collected in 

the application.

Navigators, Climate Works, and Workforce 

Hub grantees complete the CEJA application 

with customers to apply to a Climate Works 

or Workforce Hub grantee program.

The application includes a field for SSN. 

However, it is not required if the person 

does not have an SSN or if they don’t have 

their card.

Instructions: Application (PDF)

After the prescreening, the system will 

check to see if the customer already has an 

Illinois workNet account. If they don’t, the 

system will create an Illinois workNet 

account before completing the application.

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


CEJA Reporting System Career Assessment

Collects current employer 

information, lifting/standing ability, 

primary/secondary career goals, 

and interest in various Clean 

Energy jobs.

This information is used to have a 

conversation about careers that 

may be of interest to the customer.

Multiple Career Assessments can 

be saved for the customer.

Navigators, Climate Works, and 

Workforce Hub grantees complete 

the CEJA Career Assessment with 

customers.

Instructions: Career Assessment (PDF)

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


CEJA Reporting System Service Needs Assessment

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.

Navigators, Climate Works, and Workforce Hub grantees 

complete the CEJA Service Needs Assessment with customers.

Instructions: 
Service Needs Assessment (PDF)

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


Climate Works and Workforce Hub Grantees View

CEJA Reporting System Intake Page

Navigator View

Instructions: Intake Assessments (PDF)

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


Other Resources 
Partner Guides

Partner Resources on Illinois workNet - 

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

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


CEJA REPORTING SYSTEM 
DEMONSTRATION & NEXT STEPS
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Next Steps 
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THANKS FOR VIEWING!

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.

Next Session July 11 10:00-12:00

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