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CEJA REPORTING SYSTEM
CAREER PLAN & COMPLETION/FOLLOW-UP

Presentation ® Career Plan Overview

® Services Overview

® Completion/Follow-up Overview

Demonstration ®@ Career Plan Overview

® Adding/Updating Services

® Entering Completion/Follow-up Information



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/FEJA Programs
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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

CEJA Reporting System Career Plan Overview

9 Climate Works and Workforce Hub Grantees enter the Career Plan.

@ The Career Plan tool is completed by staff working with
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CEJA Reporting System Career Plan Overview

@ There are three options for documenting the @ Staff view is a career plan builder view and includes:
customer’s Career Plan signature. * Plan Overview
. . ) * Review Assessments
1. Physical signature — Upload signed document. . SetGoals
2. Electronic signature — Send electronic request. * Add Services

* Update Log

Plan Goals and Steps

3. Unable to collect signature

Job Leads || Update Log

| Skills, Interests & Experiences Accomplishments

OVERVIEW
@ Customers have a view that
includes the career plan

CUSTOMER GOALS/PLAN AGREEMENT S
ync

Goals should be written so they address employment goals or challenges, education/training and related stackable credentials that can be earned to

ove rview Sectio ns |a i d Out on advance in your career pathway. They should be realistic, measurable and attainable.
If you have completed assessments, use the results to develop goals. Or, you may have goals that you identified while working in an Illinois workNet
various ta bs a nd | nteg r‘ates othe r tool. If you are working with a career coach or adviser, they may be able to help you establish your goals.

[llinois workNet resources.

Latest Status: You have Agreed to the electronic request from your career planner on Wednesday, December 16, 2020 at 10:52 AM €@

Download Career Plan

CAREER PLAN

Goal Steps More Info Earliest Start Date Latest Planned Due Date Status

Get training to enhance your skills. Show Next Steps 3/5/2019 4/14/2021 On Track

Get a job or work experience. Show Next Steps 3/6/2019 2/28/2020 Not Started




CEJA Reporting System Services Overview

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

@ Types of services in the system:
* Training Services
*  Wrap Around Services
* Student Support Services

* Transition Services

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

Training Tabs Wrap Around Tabs Student Support Tabs

Status Status * Status Status
* Service Provider * Service Provider * Service Provider * Service Provider
* Post-assessment * Dollar Value of * Dollar Value of Service * Dollar Value of
* Credentials Service Service

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



CEJA Reporting System Services: Status Tab

(5

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

Status (Default) Dollar Value of Service

Career Plan / Add Activities/Services / Edit Customer Service

EDIT CUSTOMER SERVICE

Initial Career Assessment of Skill Levels and Other Needs

Profile: Freddy Hampton

Total Subsidized days for all items: 0

Email
fhampton@noemail123.com . .
Goal Select a goal . Status’
DOB 1/1/2000
Planned = T
B oo
Last 4 SSN MN/A Start
Date”™
See All
Planned =
Reset Password .
Completion
Date”™

Send Message

Average weekly hours? *

Other Notes

Planned/Not Started (Scheduled) ~

Pick one

Planned/Not Started (Scheduled)
Started/Open

Successful Completion
Unsuccessful Completion

Evaluated/Not Required




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.

Status (Default) Service Provider Dollar Value of Service

Career Plan / Add Activities/Services / Edit Customer Service

EDIT CUSTOMER SERVICE

Initial Career Assessment of Skill Levels and Other Needs

Profile: Freddy Hampton

. Pick the initial service provider OR add a new one.
Email

fhampton@noemail123.com

® No Provider
DOB 1/1/2000

O Totally Clean, Inc. - 306 E Adams Springfield IL 62704
Last 4 SSN N/A (O Search WIOA Provider

See Al O Other Provider

Reset Password Name *

Send Message

Address
City *

.
State Hilinois

ZipCode

Instructor Select "




CEJA Reporting System Services: Dollar Value Tab

Status (Default) Service Provider Dollar Value of Service
@ This is the third tab for Wrap Around, Student ==l

Career Plan / Add Activities/Services / Edit Customer Service

Support, and Transition services which:

. . EDIT CUSTOMER SERVICE
* Collect payment information.
° Creates an itemized Iist Of payments Bl ey e Initial Career Assessment of Skill Levels and Other Needs
related to that service. This information frampton@noemaiz3 com

Current Total: 30
DOB 1/1/2000 Current Service Costs

Search:
Last 4 SSN N/A

Dollar

populates the Service Cost report.

i See Al Payment Service v Amount/ Total Payment Updated Date
Ad d S e rV I Ce CO St * Method  Description  Unit Quantity Cost Date By Updated Edit Delate
. No data available in table
* Service Type and subtype .
ADDJ/EDIT DOLLAR VALUE OF SERVICE x Previous - Next
e Payment method
Service Subtype * Select

* Payment start date

Payment Method © | Select

Fayment start Date *

* Cost

Individual Payment
Cost*

. Humber of times

* Paid by
Thisisacost O Yes ONo

estimate ¢

e Split payment

Split Payment * Select

* 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

Status (Default) Post-Assessments Earned Credentials

Career Plan / Add Activities/Services / Edit Customer Service

EDIT CUSTOMER SERVICE

OSHA 10 - Short-term Prevocational Services

Profile: Freddy Hampton

Email thampton@noemaill23.com Add Post-Assessment
DOB 1/1/2000
Last 4 SSN N/A Passing %

See All

Post-Assessment Name

Search:

Score v Date

Reset Password

Loading...

Showing 0 to 0 of 0 entries

Send Message

Add Case Mote

Previous Mext

Update Customer Service




CEJA Reporting System Services: Credentials Tab

€D This is the fourth tab for Training Earmed Credentls

services which:

Career Plan / Add Activities/Services / Edit Customer Service

* Collect information about

credentials earned by EDIT CUSTOMER SERVICE

completing the service.

Profile: Freddy Hampton

® Creates a ||St Of CI"EdentIa|S Email fhampton@noemaill23.com

CEJA Credentials
O OSHA 10-Hour Certification

© First Aid/CPR Certification
O NCCER Core Certification
© TradesFutures MC3 Certification

related to that service. DOB 1/1/2000

ADD/EDIT CREDENTIAL

QSHA 10-Hour Certification

Add Credential Manually

Credential Source * Select

Date Attained *

Please enter date format as MW/DDYYYY

Name Type * Source

OSHA 10 - Short-term Prevocational Services

Institution

Search:

Data Source

Credential Type * Certification

No data available in table

bhowing 0 to 0 of 0 entries

Institution * Occupational Safety and Health Administration (OSHA)

Previous

Next

Description * OSHA 10-Hour Certification provides basic safety and health information
to entry-level workers in the general construction industry. It includes
the following: serious workplace hazards, workers' rights, employer

responsibilities, and how to file an OSHA complaint.

Cancel




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

Career Plan / Add Activities/Services / Edit Customer Service

The work-based learning

connects with the worksite
placement module. You do not EDIT CUSTOMER SERVICE
need to enter worksites before

Work-based Learning

Profile: Freddy Hampton

adding the service to the career

Add this customer to a worksite. If you do not have any waorksites listed, add the employer/worksite in worksite

Email fhampton@ncemail123.com X
placement. Once added, they will be available in the Career Plan.

plan. If there are no worksites

DOB 1/1/2000
Or you need to add a Worksite’ Last 4 SSN M/ Total Subsidized days for all items: 0
there iS a “nk tO WorkSite See All Geal® Select a goal v
placement to enter the F—
information. —— Show ] entries Search:
Employer Worksite Job *  Total Number of Openings
Add Solar Energy Inc Solar Energy Inc Solar Photovoltaic Installers 15

Showing 1 to 1 of 1 entries

Previous 1 Next




CEJA Reporting System Services: Work-based Learning

X i Employer Worksite Job “  Total Number of Openings
@ Work-based Iea rnlng Status tab Contlnued' add Solar Energy Inc Solar Energy Inc Solar Photovoltaic Installers 15
® Select tO add the WOFkSIte placement Showing 1 to 1 of 1 entries Previous 1 Next
from the list.
* The worksite information populates the
fields below the list.
Job Title Employer
° Requ”.ed flE‘ldS for thIS program Solar Photavaltaic Installers Solar Energy Inc
Employment Type Worksite
* Wage - If the worksite was entered with A — —
0 for the wage, it populates wage fields Minimum Wage for Placement Start Date *
Wlth 0. 0 B | ooooos
. . . Hourly Wage for Placement * Planned Due Date *
* Position type (part-time, full-time) ) -
° StatUS Subsidized Wage or Training Wage Match * End Date
0 B | oioghoon
° Sta rt/end dates Unsubsidized/Employers Wage Match * Inactive Date
0.00 =
* Average weekly hours
Position Type * Return Date
Select v =
Status * Subsidized 5tart Date

Planned/MNot Started =

Subsidized End Date




CEJA Reporting System Services & Attendance Flags

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

h |gh'|eve| OVGFVIEW Of_ Progress Intake Career Plan Referral Program Completion/Follow-Up
PROGRESS CASE NOTES(16)a
* Intake (16)
° Refe rra IS Profile: Freddy Hamptan Last updated: 07/10/2024 04:32
.. Email
° Oth er Pa rt|C| pa nt fhampton@noemaill23.com View/Edit Intake: ©
. 15000 Career Assessment: Good m
Requlrements DOB 1/1/2000 Service Needs Assessment: Good
Last 4 SSN /4 Customer Status: Enrolled

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

* Career Plan Services

LA

o Service Needs View/Edit Referral Status € o

Assessment

Service Needs Assessment ltems

Send Message

RESU |tS/StatUS Referral for transportation assistance - Needs Attention

e Credentials

View/Edit Other Participation Requirements &
Employment 101 Guide and Post-assessment - Not Completed

Attention

H . Meets Attendance Requirements:
° Attendance
Program Completion v
i Case Notes Meets Post Assessment Requirements: Attention =
Information ‘ ; Attention

View/Edit Career Plan & Red Flag

Employability skills/Job Readiness Training - Started/Open Start: 06/03/2024
End: 06/24/2024 - Red Flag

OSHA 10 - Short-term Prevocational Services - Planned/MNot Started
(Scheduled) - Attention

Instructions/Resources MNABTU - Pre-apprenticeship Construction Training - Planned/Not Started




CEJA Reporting System Completion/Follow-up

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

@ The section collects:

° Completion Status Progress  Intake  Career Plan  Referral Program Completion/Follow-Up

* Transition Outcomes FOLLOW-UP CASE NOTES(5)

* Follow-up Case Notes
Program Completion Status: Complete - 7/8/2024

Profile: Alessandro e
Add Completion Status

e Earned Credentials Klein

Mo Transition Outcome entered yet.

H Email
° SUCCGSS St0r|es a::rl'u@ncemail'IEB.CDm Add Transition Qutcomes
When applicable: DOB 1/1/2000 Follow-Up Case Notes
* Employer information Last 4 SSN /A

Employer

Se

All

i

e Post-secondary

i nfo rm atio n Reset Password Post-Secondary

* Apprenticeship el Il retes

Information

Earned Credentials

Azsessrnerts -
Success Stories




Other Resources
Partner Guides

Partner Resources on lllinois workNet -

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

RCE AND EDUCATION PARTN

WOR

Announcements

College Changes Everything Campaign 2023

Join the 2023 College Changes Everything® (CCE) Campaign in llinois! As college preparation and planning increases
through the fall for the 2023-24 schoal year, be sure to check out the lllinis Student Assistance Cos SAC) and its
parners’ schedule of workshops of nw college and financial aid planning for students and fa

! rything® Ca

¥

Black Business Month 2023

=hE= August is Black Business Month and is a time ta recognize the contributions of the 132,000+ black-owned businesses
BLACIK  thoughout llinois, The Department of Commerce and Ecanomic Oppartunity (DCEG) will hast  series of webinars
BUSINESS  “highihting community leaders, organizations, and business enterprises through 3 campaign inviting llincisians to “Shop
- MONTH & Black-owned Business Saturdays.” Learn more about Black Business Month

TOOLS, GUIDES, & INITIATIVES

Global Partner Tools

Global tools are available to all lllinois workNet partners.

lingis workNet ' tha hlp indiidusls,employers o commurityparners achieve
pa ip. There are no costs 1o i

thesr caresr and workforc goaks, Hlinois’
partners to use the N online tools.

St

Assessments Emplayment 101 Create a Partner Account Custamer Supgort Center
i i set your el Individuals, empleyers, s Custamer Supmort Center tools
Ehat can b used & part of the ‘emplayment §osis with e self. omer s rpaiziens actieve kv team of 1nois worket
guided [ their P
emlmmlaﬂa\x Wr,« hefp customers reach
Events Calendar WIOA ePolicy Manual Outreach Materials Service Finder Administration
Find ob fairs, weinars, workforce. The Isan ners
lated events, and more that can imeractive marwal where users can simpie Save teme and money by can el their ceganizations' servies
help your bussiness nesds. view the State Plans and posicies for USIng our cutreach materias, These o referral information 1o the
materials convey a pr.. Servie Finder Too.
(¥IF) Guide Learning Center Rapid Resporse and Trade
nd Edit manage, ccess Access the KBS 100, Rapid
Workiorce lanovation anc 16b Falr empiayer bacths and lne courses, tutarials and training Response Marketing Materials &
Gppartunity Act (W10 suceess events s that you ean help job eppartunities of rescurces and Resaurees, Trade Foems, and the
St0A3es. I yOU e Part of 4 spacia seskars and smploye... 100 i1 WINGES WRTKNEL... Trade Partner Guids,

Program Guides for Partners

These guides provide program related instructions/resources.

Please note these links are not intended 25 guidance for the general public

IS o IWTS
DHS Youth| | "unter ok
Programs

DHS Youth Partner Tools

/RIEBS

s npeyrart Bvarss syom <4

CEJA - Workforce Hub: llinois Employment Business
em (1EBS)

Notice of Funding

L Annrenticachinl



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

CEJA REPORTING SYSTEM
DEMONSTRATION & NEXT STEPS

Demonstration @ Career Plan Overview
@ Adding/Updating Services
® Entering Completion/Follow-up Information

Next Steps ® Review Work Plan Scenarios with CEJA Team

® Provide Test System Access to Grantee

® Update Partner Guide with Tutorials



ILLINOIS

o WorkNet’

CENTER
®

~ ¥ .
america njobcenter

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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