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What are good organizations to add to Apprenticeship Illinois? 

• A business that is actively marketing their business and not operating on a strictly cash basis. 

• A business that is trying to expand their employee base with higher skill levels. 

• A business that may have had an apprenticeship before and would be interested in reviving a 

new occupation for their company. 

 

Accessing Navigator Tools 
1. Log in to www.illinoisworknet.com.  

2. Select My Dashboard 

3. Select Partner Tools 

4. Select Customer Support Center 

5. Select Apprenticeship Illinois from the Group Search page.  

 

 

 

 

 

 

 

 

http://www.illinoisworknet.com/
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6. Select Navigator Tools  

 

 

 

 

7. Select Organization Information 

• Filter by Navigator 

• Search for the Organization 

name to ensure it has not 

already been added to the 

system.  

 

 

 

Add Organization 
1. To add an organization, click Add Organization. 

AppIL pings against the IEBS D&B list of more than 600,000 businesses in Illinois. Please note that only 

businesses that are marketing themselves and not operating strictly on a cash basis will be available in 

the D&B database. Some companies may be registered in another state or using a DBA – Doing Business 

As name.  

 

2. Enter at a minimum the organization’s name and State to 

find a match.  
3. If you are not sure of what the actual entity name is select 

Illinois Business Entity Search.  
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4. Search the Business Name and click Submit. 

An example would be “Skerston”.  

 

 

 

 

 

5. No results are found because it is a partial name search.  

 

 

 

 

 

 

6. A new search is put in for “Reilly”.  
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7. There are many results returned from the 

Search. If the entity is listed in the search 

results, click the Entity Name.  

 

 

 

 

8. At the bottom of the Entity information, there are additional 

tabs with more information about the entity if it is needed: 

• Available Services 

• Managers 

• Old LLC Name 

• Assumed Name 

• Series Name 

• File History 

 

9. Return to the Add Organization Modal 

• Copy and paste the Entity Name in the 

Organization Name search box  

• Select the State from the dropdown list 

• Click Search 

 

 

 

 

10. Click Select next to the Company Name  
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11. After selecting the company name, the system 

returns to the Organization information tab.   

• Filter for Navigator 

• Search the Organization Name 

• Click on the Organization Name 

 

 

 

 

12. Check the underutilized map in IEBS and indicate whether the address of the organization is in an 

underserved area.  

• All partners in AppIL will have 

IEBS viewer access at a 

minimum. A partner may have 

additional permissions in IEBS. 

• The first time that a user 

accesses the map, there are two 

acknowledgements that need 

consent from the user for using 

IEBS and accessing the Dun and 

Bradstreet database. 

 

13. Click the Check map here link on the organization table to access the map in IEBS. 

• Enter the address in the address search field 

to check the address location.  

• View the overall Qualification.  

o Scroll down the page to view 

additional details.  

• Check the box Yes or No.  
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Update Organization Information 
1. On the Organization Information tab: 

• Filter by Navigator 

• Search for the Organization name 

• Click the Organization name – D&B database information is 

displayed at the top including a map with the location 

pinned.  
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2. The following sections can be edited: 

• Occupations In Development: 
o Click Add Occupation to add an 

occupation. This section displays the 

occupations that are currently in 

process with the latest status update 

and date of update.  
• Organization Contacts:  

o Click Add Contact to add a new 

contact.  
o Click View to view/edit information. 
o Click Remove to remove the contact.  

• Service Team Members:  
o Click Add Team Member. Select a 

team member from the list. Click the 

minus next to a team member’s name 

to remove a team member.  
• Outreach Events:  

o Add Outreach Event to enter an event 

for the organization. Refer to the Add 

Event notes at the top of the modal.  

• Apprenticeships: 
o Click Add Apprenticeship to add a New or Expanded Pre-Apprenticeship or 

Apprenticeship. 

• Engagement – Employer Services: 

o Check a box for an engagement activity that has been provided to the 

organization. The date and who marked it will automatically be added.  

• Organization Notes:  
o Click Add Note to add a note related to the organization.
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