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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


Climate Works and Workforce Hub Grantees enter the Career Plan.

The Career Plan tool is completed by staff working with 

customers to:

• Review assessment results.

• Create/update goals based on assessment results 

and conversations with the customer.

• Identify services needed to achieve those goals.

• Document service status and related information. 

• Document credentials earned as a result of 

receiving the specific service.

CEJA Reporting System Career Plan Overview

Career Plan information is used to populate the:

• CEJA Dashboard

• Customer’s Progress tab

• Service & Service Cost Reports

• Future Monthly/Annual Reports



CEJA Reporting System Career Plan Overview

There are three options for documenting the 

customer’s Career Plan signature.

1. Physical signature – Upload signed document.

2. Electronic signature – Send electronic request.

3. Unable to collect signature

Staff view is a career plan builder view and includes: 
• Plan Overview 
• Review Assessments 
• Set Goals
• Add Services
• Update Log

Customers have a view that 

includes the career plan 

overview sections laid out on 

various tabs and integrates other 

Illinois workNet resources.



CEJA Reporting System Services Overview

Types of services in the system:

• Training Services

• Wrap Around Services

• Student Support Services

• Transition Services

Climate Works and Workforce Hub grantees enter and update service information.

The types of service templates collect information based on the type of services. 

Training Tabs Wrap Around Tabs Student Support Tabs Transition Tabs

• Status
• Service Provider
• Post-assessment
• Credentials

* Work-based Learning is 
a training service that 
uses a different template.

• Status
• Service Provider
• Dollar Value of 

Service

• Status
• Service Provider
• Dollar Value of Service

• Status
• Service Provider
• Dollar Value of 

Service



CEJA Reporting System Services: Status Tab 

This is the first tab for each service 

which:

• Connects the service to a customer 

career plan goal. 

• Documents the status.

• Documents planned start and 

completion date.

• Documents actual completion date.

• Documents average weekly hours 

the customer will need to spend 

completing the service. 

• Other notes are optional and can 

be viewed by the customer



CEJA Reporting System Services: Service Provider Tab 

This is the second tab for each service which:

• Connects the service to a provider. 

• Identifies an instructor (This feature is not 

used with the CEJA programs.)

Select a provider.

• No Provider is the default selection.

• The grantee is listed as an option to select.

• The providers associated with the grantee will 

be listed as options under the grantee. These 

providers come from the list of training 

providers entered into the grantee details 

section.

• Search a WIOA provider.

• Enter Other provider.



CEJA Reporting System Services: Dollar Value Tab 

This is the third tab for Wrap Around, Student 

Support, and Transition services which:

• Collect payment information. 

• Creates an itemized list of payments 

related to that service. This information 

populates the Service Cost report.

Add Service Cost.

• Service Type and subtype

• Payment method

• Payment start date

• Cost

• Paid by

• Split payment

• Optional invoice and notes fields.



CEJA Reporting System Services: Post-Assessment Tab 

This is the third tab for 

Training services which:

• Collect post-assessment 

information. 

• Identifies passing %

• Creates a list of post-

assessments related to 

that service.

Add Post-Assessment

• Name

• Score

• Date



CEJA Reporting System Services: Credentials Tab 

This is the fourth tab for Training 

services which:

• Collect information about 

credentials earned by 

completing the service. 

• Creates a list of credentials 

related to that service.



CEJA Reporting System Services: Work-based Learning 

Work-based Learning is a Training service but has a different template

• Status is different from the other services.

• Service provider – Same as the other services

• Tabs that don’t need to be used for this program include: Dollar Value, Attendance, Post-Assessment, 

Earned Credentials

The work-based learning 

connects with the worksite 

placement module. You do not 

need to enter worksites before 

adding the service to the career 

plan. If there are no worksites 

or you need to add a worksite, 

there is a link to worksite 

placement to enter the 

information.



CEJA Reporting System Services: Work-based Learning 

Work-based learning status tab continued.

• Select to add the worksite placement 

from the list.

• The worksite information populates the 

fields below the list. 

• Required fields for this program

• Wage  - If the worksite was entered with 

0 for the wage, it populates wage fields 

with 0.

• Position type (part-time, full-time)

• Status 

• Start/end dates

• Average weekly hours



CEJA Reporting System Services & Attendance Flags

The Progress tab provides a 

high-level overview of:

• Intake

• Referrals

• Other Participant 

Requirements

• Career Plan Services

• Service Needs 

Assessment 

Results/Status

• Credentials

• Program Completion 

Information

Navigators, Climate Works and Workforce Hub Grantees enter access the customer’s Progress tab.



Climate Works and Workforce Hub Grantees enter Completion/Follow-up information.

The section collects:

• Completion Status

• Transition Outcomes

• Follow-up Case Notes

• Earned Credentials

• Success Stories

When applicable: 

• Employer information

• Post-secondary 

information

• Apprenticeship 

Information

CEJA Reporting System Completion/Follow-up



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

Review Work Plan Scenarios with CEJA Team

Demonstration 

Provide Test System Access to Grantee 

Next Steps 

Update Partner Guide with Tutorials

Adding/Updating Services

Entering Completion/Follow-up Information

Career Plan Overview



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.
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