
Organization requests to become 

an Illinois workNet Partner.

Illinois workNet 

Coordinator 

approves request?
no

yes

Organization is listed in site 

management and staff request their 

Illinois workNet WPP accounts.

WP approves the organization 

staff accounts by giving them a 

user role.

System allows access to WPP 

account and registers them in the 

CIWA online foundation mudules.  

WP completes the online course 

and becomes familiar with the 

resources in the WPP.

Is person primary 

contact or 

organization 

admin?

no

yes
Ensure resource room (access 

sites) and/or office (dissemination 

site) is set up to direct customers 

to Illinois workNet.

Incorporate Illinois workNet into daily 

practices as appropriate (allow/

remove access, link to us, marketing 

materials, reporting, etc.)

System automatically sends them an email 

with the reason they were declined (i.e, 

duplicate site, they charge for services that 

are free through Illinois workNet, etc.)

WP activates their customer group 

and identifies the individuals they 

would like to add to their group.

Inviting a group 

or individuals?

individuals 

group

Enter email 

address.

Do you have 

their email?

yes

no

Email is sent to customer.  They click a 

link and go to a page that prompts them 

to login or set up an account. Then they 

accept or deny the invitation.

Accept or 

deny?

deny

accept

Customer 

is not 

added to 

the group 

and WP is 

notified.

Customer is 

added to the 

group and WP 

is notified.

WP sets up a 

group invitation.  

Sets up a 

passcode, title, 

and description.

WP prints off business card 

size handouts with instructions 

on how to join the group and 

passes them out to 

customers.  Pass code 

expires after 7 days.

Customer follows 

instructions and goes 

to the page that 

prompts them to login 

or set up an account. 

Then they accept or 

deny the invitation.

Step 1:  Set up partners and provide access to Illinois 

workforce professionals pathway (WPP).

Step 2:  Workforce Professional (WP) activates their personal 

customer group and invites customers to join.
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Customer attends orientation session with group.  When they sign up for orientation, direct them to set up an account and follow the activities.  If they 

express a concern about using a computer, direct them to the computer skills survey.  Direct them to beginner computer skill resources and local 

content to find basic computer skill workshops/training.

Workforce Professional provides orientation/demo and 

invites group to join the customer group.  Provides a 

link/invitation to the group via handout/computer screen.

Workforce Professional provides orientation/demo and 

invites group to join the customer group.  Provides a link/

invitation to the group via handout with step-by-step 

instructions.

In a computer 

lab?

Customer accepts invitation and is directed to their My 

Activities.

Customer goes to the resource room or uses a computer 

from home.

yes no

Customer is directed to complete the computer skills 

assessment. Next steps are provided based on their 

results (level 1, level 2, level 3). **Save results in their 

account.

Customer is directed to complete pre-assessment.  

Results are saved within their account.  **Modify the 

pre-assessment to follow the workplace skills wheel and 

direct to appropriate area based on their results.

Is pre-

assessment a 

screening tool?

Workforce Professional reviews the results in the customer 

group and reviews the application to see if they meet 

program requirements.

Directed to My Activities.  **Customer is provided 2-3 

questions to direct them to the appropriate activities (i.e., 

job search/find training/services). 

Accepted into 

program?

WP uses the email notification tool to let the customer know they 

are in the program & program next step information is provided.

WP uses the email 

notification tool to let 

the customer know 

they are not in the 

program & program 

next step information is 

provided.

yesno
yes

no

Customer is  directed to complete the appropriate activities.

Customer 

confirms they 

received the 

email/message?

WP resends the email or 

calls to confirm the email is 

correct & makes necessary 

corrections.

yes no

Customer participates in training/workshops and completes the activities 

(including career interest & skill profilers)  for skill enhancement.

WP reviews activities responses and observes participant behavior during 

training. 

**WP completes observational 

assessment and participant is notified 

an assessment has been completed.  

Assessment is completed according to 

locations assessment schedule.  

**Customer completes 21 SWS assessment.
Customer completes program requirements and  

is placed with an employer.

Pass?

Next steps are provided to participant with links to skill enhancement resources within Illinois workNet.

yes

no

Next steps are provided to participant with links to 

skill enhancement resources within Illinois workNet. 

Pass?

no

yes

Supervisor completes worksite evaluation and 

WP enters the data.  **Employer enters directly 

into workNet.

Pass?
no yes

Person is replaced and returns 

to skill enhancement.
Once the supervisor has completed the post-hire evaluation, the 

person can earn their certificate of completion. 

DRAFT/Sample Illinois workNet® Assessment General Workflow   **Planned Future Enhancement

Step 3:  Use customer group tools, activities, and assessment to assist customers.
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