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Overview

The Program Completion/Follow-Up tab captures the customer’s program completion information. The tab is only
available to be opened and edited when a customer has an enrollment status of prescreening, applicant, and complete. It
is not available when a participant is not enrolled or not eligible.

Access Customer Progress Page
1. Loginto www.lllinoisworkNet.com.
Select My Dashboard.
Select Customer Support/IWIS in the partner tools section.

Select Groups from the top menu.
Select JTED Project Group.

Select a customer.

Select the Completion/Follow-up tab.
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Program Completion

The program completion tab captures the following information: e R ——

e Current Completion Status FOLLOW-UP CASE NOTES (0}
* Employer [ ]

e Post-Secondary i ot o s 35

* Measurable Skill Gains e
* Apprenticeship
e Earned Credentials e
e Follow-up Case Notes o

Edit Completion Status
To edit the customer’s completion status,
click the Edit Completion Status button.

Completion Statuses include:

e In Progress — The customer is receiving services.

e Successful Completion — The customer has ADD STATUS
successfully completed the training/program.

e Exited — The customer has exited the
training/program.

o Withdrew/Unsuccessful Completion Exit — The
customer has withdrawn or unsuccessfully
completed the training/program.

Completion Status Select Status v
Sel s

If Exited or Withdrew/Unsuccessful Completion Exit is selected, it is required to choose an Exit reason from the
dropdown selection. NOTE: All services must be marked complete (successful/unsuccessful completion) prior to changing
the status to Exited or Withdrew/Unsuccessful Completion Exit.
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Employer
This section tracks customer employment after exiting the
program. Positions added will appear in the list and can be _
sorted by ordering the column headers. 555_E:”SE'!&Z"(ﬁ‘?nf.fﬁ;i"n"n‘;'fﬂié}?ﬁgfni e copy st b aplodedfa e costars U
Number of Active Employments: 0
To add Employment,
click the Add Employer Follow-Up button. show 10 %] entres
Employer *  Job Title Start Date End Date

The following information is needed to be completed: FES—— S S

e Employer Name

e Start Date

° End Date ADD EMPLOYMENT FOLLOW-UP (ADDFOLLOWUP)

e JobTitle o

e SOC Code

e Street Address

e Employer City [

e Employer State " ook 500 coesanc gt

e Employer ZIP Code o

e Hourly Wage Paid .

e Job Duties . . :

e Hours Per Week

e Received a Raise or Promotion

e Do They Receive Fringe Benefits?

« RAPIDSid o

e Click Save.

Post-Secondary

This section tracks customer enrollment in a post-secondary

program after exiting JTED. To add a post-secondary
program, click the Add Post-Secondary button. show[15%] enres Y
Provider Program Name Start Date Notes v

No data available in table

The following information is needed to be completed:
e Provider
e Program Name
e Start Date
e Notes
e Click Save.

Showing 0 to 0 of 0 entries Previous Next

ADD POST-SECONDARY

Provider *

Program Name *
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Measurable Skills Gains
This section tracks the Measurable Skill Gains earned by the
customer while enrolled in the program.

To filter Measurable Skill Gains:
e Select a Skill Type from the dropdown menu.

e Select Program Year from the dropdown menu.
e Select Start Date.
e Select End Date.
o Click Filter.
Apprenticeship

This section tracks customer enrollment in a registered
apprenticeship program after exiting the program. To add a
registered apprenticeship program, click the Add
Apprenticeship button.

The following information is needed to be completed:

e Enter Apprenticeship Type.
o Applied to DOL apprenticeship
o On wait list for DOL apprenticeship
o Enrolled in DOL apprenticeship

e Enter Provider Name.

e Enter Program Name.

e Enter Start Date.

e Enter RAPIDS ID.

Earned Credentials

This section tracks the Credentials earned by the customer
while enrolled in the program. To add a credential, go to
the training service and identify the credential earned. Only
credentials for which the corresponding service/step is
completed will show in this section.
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Measurable Skill Gains
skill Type Program Year
Select v Select v
Filter Start Date Filter End Date
Show 10 ¥ | entries Search: I:l
Skill Type Date i G Prog Year + Source
No data available in table
Showing 0 to 0 of 0 entries Previous Next

Apprenticeship
Add Apprenticeship

Show entries Search: I:
Provider Program Name Start Date Rapids ID v Status
No data available in table
Showing 0 to O of 0 entries Previous Mext

ADD APPRENTICESHIP

Appranticesnip Type * Select v
Srovicler Name

Program Name *

B

Eamed Credentials

Not applicable when completing/withdrawing from program.

To add a credential go back to your training service and identify the credential earned. Only credentials for
which the corresponding service/step is complete will show here.

Show emries Search: l:l
Credential
Name Credential Type  Source Date Attained " Institution Source
No data available in table
Showing 0 to 0 of 0 entries Previous Next
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Follow-up Case Notes

This section tracks the follow-up communications had with
the customer after exiting the program. To add a follow-up
note, click the Add Follow-Up Case Note button.

The following information is needed to be completed:
e Select A Task from the dropdown menu.
e Enter Contact Date.
e Enter the Subject of the note.
e Enter the details of the note in the text box.
e Select how to Send Case Note as.
e Click Add Case Note.

Success Stories

This section displays the success story that has been
entered for the customer. To add a success story, click the
Add Success Story button.

After clicking the button, you will be taken to the Success
Story Guide. There are resources on the guide page with
success story writing tips for participants, employers, and
Service Providers.

The lllinois workNet Center System, an American Job Center, is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with
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Follow-up Case Notes

Follow-up should be done as often as necessary 1-year post-exit. However, at 2 minimum it should occur
at least every 30 days for the first 3 months and then must occur once a quarter for the remainder of the 1

year follow-up period

Add Follow-Up Case Note

ADD CASE NOTE

Select A Task o

Contact Date *

m | 6/17/2020

Send Case Note As: Send Message/Email to:
D) s llingis workNet Message Hinois workNet Team
Customer

D) As lllinsis werkNet Message and Email

O Save a5 case nate without sending a
message/amal

Add Case Note

Add Success Story

SUCCESS STORY GUIDE

Share Success Stories and Inspire Others

Sub P our

[T ——

Service Providers

2. Log in and submit your story.

Story
2.Logintoy
submit o

account and choose to

stomer or business story.

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 any webpage at illinoisworknet.com.



https://www.illinoisworknet.com/Success
https://www.illinoisworknet.com/Success
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