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Login to the Application
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Navigate to Customer Module
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Locate the Customer
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Initiating an IAR
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Addressing the IAR
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Sending the IAR



IAR in Service History
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IAR Mailbox
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IAR Mailbox Actions
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Supervisor Actions
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Processing the Referral
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Reason Referred Caveats
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I created an IAR but I am not seeing it on the History tab.  Why?

➢ When clicking the save button, a message does appear in the top right corner 

quickly.  If you proceed to the History tab and it isn’t there, you may need to 

“Reload” the page.  Sometimes it may take awhile to show as the persistent 

update might have just run and won’t run again for up to 15 minutes.  Check 

back.  It will be there.

What is our local office’s login to the IAR mailbox?

➢ If a manager does not have this information, contact this team to obtain the 

information.  This mailbox should be restricted to the staff member chosen (and 

their backup) to check the “mail” daily.

I feel I have resulted the IAR yet when I return it says it is still in active status. Why?

➢ As mentioned, be sure to save the mailbox. This will ensure the updates “stick” 

and the return of the referral to the sender is sent.

Why are there referrals in this mailbox that are not for my office?

➢ Issues seem to occur when a staff member is mis-assigned.  Please contact this 

team for assistance.
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FAQs



 Customer Search

 Programs/Public Assist

 Customer Module

 Comp Assess

 Customer Services

 Programs/Public Assist

 Activities & Comments

 Customer Outcomes

 Providers/Offerings

 Employers/Job Orders

 Matching from Customer

 Matching from Job Order

 Options and exporting

 List function

 Correspondence function

 Links 

 I.A. Referrals

 Secure Counseling Tab

 Staff Module

 Follow up Best Practices

 Reporting

NextGen training topics available:

Questions regarding the training you just viewed can be sent to:

WorkforceInformationSystems@dol.nj.gov
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