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/ Steps to ldentify 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 lllinois 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

A Determine their computer skill level and career pathway.

A Students can use the Computer Skills Self-Survey
available from the Elevate America Computer Skill
Level page.

Technical Professionals

Intermediate Computer Skills/
Business Workers

Basic Computer Skills/
New Computer Users

Secondary CTE Programs/Courses/Students

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

Type of Microsoft Software | Computer Secondary CTE | CTE Courses Students to
Vouchers Level Program areas | directly Participate
directly impacted by
impacted by Microsoft®
Microsoft® products
products
1. Business Microsoft Windows Intermediate/  Administrative Information Second year
Worker XP, Office 2003, Business Support and Processing Il senior level
Online Windows Vista, or Worker Information students
Course Office 2007 Processing
Voucher
2. Technical Microsoft Technical Business Information Second year
Professional applications Professional  Systems Processing Il &  senior level
Online including server Networking & Computer students
Course administration, web Tele- Networking Il
Voucher and application communications

programming

3. Business Office 2003 and Intermediate/  Administrative Information Second year
Certification  Office 2007 Business Support and Processing Il senior level
Exam Worker Information students
Vouchers Processing
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Step 2: Students Setup
My lllinois 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

ALL FIELDS ARE REQUIRED!

Ao to www.illinoisworknet.com.
Klick on Individuals.
Klick on Setup a free My lllinois workNet account.

Komplete all Personal Information.
A Social Security Number is Required.
Komplete all Required Reporting Fields.

MSelect Yes and complete all Elevate America information.

Aillin your username, password, and then confirm your password.

STEP 21 Students Set Up

My lllinois workNet Account
Completing all account information is a requirement to participate with this
program.

MSelect Yes and complete all Elevate America information i This information
includes required reporting fields provided by all students participating with this program.

Microsoft Elevate Americy Program

YClick here to display the lllinoisyvorkMet — Microsoft Elevate America agreement

Microsoft Elevate America  ves & o @ Select Yes if you have been invited to participate in the
Program llineis — Microsoft Elevate America pregram.
Clicking Yes will NOT enroll you in the lllinois- Microsoft Elevate America. It
simply indicates that you have been invited to participate
Current employment status |If employed, select current employment status hd

Length of time in current job |If employed, select length of time in current job =

Current education level - |Select the highest education achieved hd
Highest Level of Education

Current Annual Personal |Se\ect Current Annual Personal Income ﬂ
Income

N—
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Identify Students and
My lllinois workNet Account Setup
Bottom Line

A 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.

A To participate with the program, students are required to set up
a My lllinois workNet account and provide answers to ALL
FIELDS.

STEP 371 Assign Vouchers to Students

1. Staff at each school who will handle assigning vouchers to students, must setup
an lllinois workNet Workforce Professionals account.
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STEP 371 Assign Vouchers to Students

After setting up an account_log into the Workforce Professionals Pathway to
assign vouchers:
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o Find ajob or « Explore today's
change jobs
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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.

Home
Business Layoffs and Closings
My Shortcuts
News and Events
Customer Groups

1 Elevate America Customer
- Groups

Allocate Vouch:

My Notes

Site Administration

Economic Recovery

DCEO WIA Forum

9/17/2009



9/17/2009

How to Assign Vouchers to Students

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

Customers

3. Click on Add Customer to add students to your grougf/who are to receive
vouchers. You will need to allow pop-ups.

Customers

3 Group Id 703

Add Customer Refresh | Notify Incomplete |

} Popup Warning! @
]

TTEr By Last Narme i‘

tFound 1 records

Group Members

Select Remove Userld Full Name Is Assigned Voucher(S) Address/Contact Info User Name/Birth Date
] Compliant ]

Select Remove 37808 Kocmoud, Cormplete

Business Worker - 3; Technical 210 West Broadway St. sckocmoud
Stewven Professional - 3; Freeport Nov 23, 1993, C. Henry
Wiew History IL61032

Bloom
steven kocmoudi@highland.edu
(815) 821-3486

How to Assign Vouchers to Students

4. Now you see the lllinois workNet Person Search.
A Search by either: First name, Last name, First and Last name, or email.

AResults appear just below searstblentpar a

| @aconvert - Pjselect
Sr @ ) Dinos workiiet User Search | |

| %+ B - v pae v (G Tons

Illinois workNet Person Search

For Customer Group: LWIA 23 - CAA - Embarras River Basin Agency

Search parameters
Default User Role* [Tndividual [~

Is i’;’"‘i”f’iog Elevate ¢ v (select if you know the customer has already updated their profile to indicate as part
merica Frogram’ of the Elevate America program)

€ o
@ Ignore

Lwia Number Yclick here for instructions on using or not using an LWIA

numberfora search

Customer Filter® ¥Search on first name or last name or e-mail address

Click here for instructions!
Search | ciose Fom

Page Size [55 E
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How to Assign Vouchers to Students

A As you add students, before assigning them vouchers, verify that you have the
correct person. By looking at their information, you can verify:

1. FullName
2. Address/Contact Info including email and phone number

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

Customers

Group Id 686
add customer | Refresh | Notify incomplete |
(=)
Popug Warnini \
Filter By Last Name: _Go |

Found 38 records
Group Members
123

Select Remove Yserld Full Name Is Assigned Voucher(S) Address/Contact Info User Name/Birth Date
Compliant
Select Remoye 94408 acosta, luis Complete  Cert. Exam Office 2007 - 2; Bfisiness 2742 n mont clare ave siulacosta
warker - 1; chicgo Nav 22, 1969, 03ito
View History IL 60707

valuac@shbeglobal.net
(773) 622-2394

Select Remove 95701 aguado, jose Complete  Cert. Exam Office 2007 - 1; Busingss 2616 h marmora ) zja0222
Worker - 1; chicago Jul D4, 1986, chachis
View History IL 60634

pulgar8604@yahoo.com
(773) 556-3602

How to Assign Vouchers to Students

6.Look at the fAls Compl i an stidentsprbvidedrhet o
required complete My lllinois workNet account information.

A THE SYSTEM WILL NOT ALLOW YOU TO ASSIGN
VOUCHERS TO ACCOUNTS THAT ARE INCOMPLETE.

A Notify students who have fAlncompl

A Click on fiNotify Incompleteod toa
your students too. The email wjll identify all missing fields.

: Group Id 505
] Add Customer | Refresh 5' Notify Incomplete |

 Popup Warning! i)

Filter By Last Mame: | | Go |
tFound 3 records

Group Members

: Remove Userld Full Nan'e Is Compliant  Assigned Voucher(S) Address/Contact Info User Name/Birth Date
Select Remove 93180 Eddy Sarfps Complete Business Worker - 5; 125 s lombard esantos6d
H lombard, IL 50148 12/30/1968 | papo

santos125s@eomeast net
(630) 705-1772

| Select Remove 75488 Perry Slade Incomplete 2240 Nordic Ct pslade

Aurora, IL 60504 08/27/1941 , Greenshoro
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How to Assign Vouchers to Students

A Ifinformation is incomplete, using your mouse, hover over the word
Alncompleted to see a |ist of nhessing
student needs to provide the Level of Education and Annual Personal Income
before any vouchers can be assigned.

Is Compliant Assigned Voucher(S) Address/Contact |
Cormplete Eusiness YWarker - 5 125 s lombard
lombard, IL 6014%
santos 1 29s@oome
(630) 7O5-1772
Incomplete 2240 Nordic Ct
|LE'v'E| of Education, Current Annual Personal Inu:u:ume| Aurora, IL 80504

pErMyslade@mac .
(630) 978-8322

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.

ATo get more detail on the assigned v
- . N\
Group |d 686
Add Customer | Refresh | | Notify Incqmplete |
iPD up WY arnini \

Filter By Last Name &I
| Found 38 records
: Goup Members

f123

Select Remove Userld Full Name Is Assigned Voucher(S) Address/Contact Info User Name/Birth Date

: Compliznt

Select Rermove 94408 acosta, luis Comlete  Cert. Exam Office 2007 - 2; Business| 2742 n mont ¢lare ave siulacosta

1 Wiorker - 1, chicgo Mow 22, 1969, osito
Wigws History IL 80707

yaluac@sbcglobal net
(773) 622-2394

Select Remove 35701 aguado, jose Complete  Cert. Exam Office 2007 - 1; Business 2616 n marmora 7ja0222
f Waorker - 1, chicago Jul 04, 1886, chachis
Wiews History IL 60634

pulyaz8604@Eyahoo.com
(773) 556-3802



How to Assign Vouchers to Students

. @ OfAOlAY3 Ga+xASg | Aalu2NRx¢ @
all vouchers already assigned, and assign more vouchers.

Assign Vouchers

Assign Microsoft Elevate America Vouchers
Group 14 505
vate America Group LWWIA 06 - Elevate America - Beth O'Neil
Customer Name Eddy Santas
125 S lambard
lombard,IL
60148
Phone: 630-705-1772

Select a Voucher Type |Bus\ness Worker Online Courses - Interrediate level |

Select a Voucher |1 -

Quantity
Assign Youcher(s)

e —
Voucher Type Voucher Number  Date Assigned / Assigned By Voucher Instructions
Expires
Business Worker Online Courses - Intermeciate 737 1-EAIL1108- Aug 05, 2009 Beth ONeil View Youcher

level 7569 Oct 31,2009 LWIA 06 - Elevate America - Beth Instructions
OMNeill

Business Worker Online Courses - Intermediate 9895-EAIL1109- Aug 035, 2009 Beth ONeill Wiew oucher

lewel 4429 Oct 31, 2009 LWIA 06 - Elevate America - Beth Instructions
O'Neill

Business Worker Online Courses - Intermediate  3330-EAIL1109- Aug 05, 2009 Beth ONeill Wiew \oucher

level 5765 Oct 31,2009 LWIA 06 - Elevate America - Beth  Instructions
O'Neill

Business Worker Online Courses - Intermeciate  7418-EAIL1108- Aug 05, 2009 Beth ONeil View Youcher

level 4641 Oct 31, 2009 LWIA 06 - Elevate America - Beth Instructions
OMNeill

How to Assign Vouchers to Students

You can assign vouchers to all students whose account status

8.
AYRAOI 0Sa GKSANI | OO02dzyd Aa al
AltA01 a{StSOLGe¢ (2 laaray o

Group Id 686

Add Customer Refresh | Notify Incomplete

Group Members

Assigned Voucher(S) Address/Contact Info User Name/Birth Date

Compliant

Cert. Exam Office 2007 - 2; Business 2742 n mont clare ave siulacosta
“Worker - 1, chicgo Now 22, 1969, osito
Wiew History IL 80707

yaluac@sbcglobal net

(7731622-2394

Complete

9/17/2009
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How to Assign Vouchers to Students

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

Assign Microsoft Elevate
i Group Id 219
Elevate America Group llinois wprkhet test group - to administer initial vouchers
§ Customer Name Taylor (Man-19) Parsons

2 Graystoge Ct

erica Vouchers

Phane: 533‘!4-5678
E-mail: mparaons@illinoisworknet.com

i Select b Voucher Type |

Business Worker QOnline Courses B
Shlect a Voucher =8 S

Quantity Microsoft Office Specialist Voucher (C) ACAD - Office 2003
Technical Professional Online Courses

10. Select the quantity of vouchers

10.

a

How to Assign Vouchers to Students

A Answer fAOKO to assign the

voucher s, a
them.

10



