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High School Career and Technical Education

Voucher Allocation Instructions

September/October 2009

Steps to Identify and Work with Students

Log into the Workforce Professionals Pathway to access steps:

STEP 1 - Identify students to receive vouchers and

determine voucher types they need.

STEP 2 - Have students set up a My Illinois workNet Account.

STEP 3 - Assign vouchers to the students.

STEP 4 - Follow-up with students to encourage them to complete online 

courses and/or business certification exams.
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STEP 1 - Identify Students to Receive Vouchers

Å Determine their computer skill level and career pathway.

Å Students can use the Computer Skills Self-Survey 

available from the Elevate America Computer Skill

Level page.

Technical Professionals 

Basic Computer Skills/

New Computer Users

Intermediate Computer Skills/

Business Workers

Secondary CTE Programs/Courses/Students

The chart below identifies appropriate CTE programs, courses, and students:

Type of 

Vouchers

Microsoft Software Computer 

Level

Secondary CTE 

Program areas 

directly 

impacted by 

Microsoft® 

products

CTE Courses 

directly 

impacted by 

Microsoft® 

products

Students to 

Participate

1. Business 

Worker 

Online 

Course 

Voucher

Microsoft Windows 

XP, Office 2003, 

Windows Vista, or 

Office 2007

Intermediate/

Business  

Worker

Administrative 

Support and 

Information 

Processing

Information 

Processing II

Second year 

senior level 

students

2. Technical 

Professional 

Online 

Course 

Voucher

Microsoft 

applications 

including server

administration, web 

and application 

programming

Technical 

Professional

Business 

Systems 

Networking & 

Tele-

communications 

Information 

Processing II &

Computer 

Networking II

Second year 

senior level 

students

3. Business 

Certification 

Exam 

Vouchers

Office 2003 and 

Office 2007

Intermediate/ 

Business 

Worker

Administrative 

Support and 

Information 

Processing

Information 

Processing II

Second year 

senior level 

students
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Step 2: Students Setup

My Illinois workNet Account

Print and use wallet-sized cards or one-page new account 

instruction sheet.  Both are set up so students may write down

their user name and password so they donôt forget them.

ALL FIELDS ARE REQUIRED!

ÅGo to www.illinoisworknet.com.

ÅClick on Individuals.

ÅClick on Setup a free My Illinois workNet account.

ÅComplete all Personal Information.

ÅSocial Security Number is Required. 

ÅComplete all Required Reporting Fields.

ÅSelect Yes and complete all Elevate America information.

ÅFill in your username, password, and then confirm your password.

STEP 2 ïStudents Set Up

My Illinois workNet Account

Completing all account information is a requirement to participate with this 

program.

ÅSelect Yes and complete all Elevate America informationïThis information 

includes required reporting fields provided by all students participating with this program.

http://www.illinoisworknet.com/
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Identify Students and

My Illinois workNet Account Setup

Bottom Line 

Å Workforce professionals use a method to identify appropriate 

students and communicate Elevate America to these students 

who, based upon their skill level and career pathway, will 

benefit from taking online computer skills training or Business

Certification Exams. 

Å To participate with the program, students are required to set up 

a My Illinois workNet account and provide answers to ALL 

FIELDS.   

STEP 3 ïAssign Vouchers to Students

Click hereé

é and then

click here.

1. Staff at each school who will handle assigning vouchers to students, must setup 

an Illinois workNet Workforce Professionals account.
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STEP 3 ïAssign Vouchers to Students

Click hereé

é and then

click here.

After setting up an account, log into the Workforce Professionals Pathway to 

assign vouchers:

How to Assign Vouchers to Students

Log into the Workforce Professionals Pathway to assign vouchers:  Only staff 

identified by each participating location will have access to assign vouchers.

1. On the left menu, click on Home/Elevate America Customer Groups.

1.
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How to Assign Vouchers to Students

2. Click on Customers in the middle of the page.

3.  Click on Add Customer to add students to your group who are to receive 

vouchers.   You will need to allow pop-ups.

2. 

3. 

How to Assign Vouchers to Students

4. Now you see the Illinois workNet Person Search.  

Å Search by either: First name, Last name, First and Last name, or email.

Å Results appear just below search parameters; click ñSelectò to add student.

4.
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How to Assign Vouchers to Students

ÅAs you add students, before assigning them vouchers, verify that you have the 

correct person.  By looking at their information, you can verify:

1. Full Name

2. Address/Contact Info including email and phone number

3. User Name (This is the user name they selected for their My Illinois workNet Account), 
Birth Date, and Answer to Secret Questions (also for their account)

1. 2. 3.

How to Assign Vouchers to Students

6. Look at the ñIs Compliantò column to determine if your students provided the 

required complete My Illinois workNet account information.

Å THE SYSTEM WILL NOT ALLOW YOU TO ASSIGN

VOUCHERS TO ACCOUNTS THAT ARE INCOMPLETE.

Å Notify students who have ñIncompleteò account information. 

Å Click on ñNotify Incompleteò to send an automatic email and tell 

your students too.  The email will identify all missing fields. 

6.
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How to Assign Vouchers to Students

Å If information is incomplete, using your mouse, hover over the word 

ñIncompleteò to see a list of missing fields.  With the example below, the 

student needs to provide the Level of Education and Annual Personal Income 

before any vouchers can be assigned. 

How to Assign Vouchers to Students

7. Before you assign vouchers, be sure to look at the assigned vouchers column. 

It will tell how many of each type of voucher a person has already received. 

ÅTo get more detail on the assigned vouchers, click on ñView History.ò

7.
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How to Assign Vouchers to Students

.ȅ ŎƭƛŎƪƛƴƎ ά±ƛŜǿ IƛǎǘƻǊȅΣέ ȅƻǳ Ŏŀƴ Řƻ ǘǿƻ ǘƘƛƴƎǎΥ ǎŜŜ ǘƘŜ ŘŜǘŀƛƭ ƻƴ 
all vouchers already assigned, and assign more vouchers.

How to Assign Vouchers to Students

8. You can assign vouchers to all students whose account status 
ƛƴŘƛŎŀǘŜǎ ǘƘŜƛǊ ŀŎŎƻǳƴǘ ƛǎ ά/ƻƳǇƭŜǘŜΦέ

Å/ƭƛŎƪ ά{ŜƭŜŎǘέ ǘƻ ŀǎǎƛƎƴ ǾƻǳŎƘŜǊǎΦ

8.



9/17/2009

10

How to Assign Vouchers to Students

9. Select the type of vouchers to be assigned to the student.

10. Select the quantity of vouchers and click on ñAssign Vouchers.ò

9.

10.

How to Assign Vouchers to Students

Å Answer ñOKò to assign the vouchers, and ñCancelò if you donôt want to assign 

them.


