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Access the Appren�ce (Customer) Group 
1. Log in to www.illinoisworknet.com 
2. Select My Dashboard 
3. Select Partner Tools 
4. Select Customer Support Center 
5. Select Appren�ceship Illinois from the Group Search 
page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.illinoisworknet.com/
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Search for Other Individuals Impacted  
To search for Other Individuals Impacted: 

• Select OII from the Par�cipant Type filter 
on the Customers tab.  

• Click Search 
• Other Individuals Impacted will display 

and show OII in the Customer Type 
column. 

 

 

 

 

Add Other Individuals Impacted 
To add Other Individuals Impacted: 

1. Click Upload Other Individuals Impacted 

 

 

 

 

2. On the Upload OII modal, click the highlighted text, 
Click here to download an OII sheet. 

 

 

 

 

 

 

 

https://www.illinoisworknet.com/DownloadPrint/Other%20Individuals%20Impacted%20Upload%20Form.xlsm
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3. A spreadsheet will open with a tab �tled at the botom, OII Input fields. Enter appren�ceship 
informa�on. The beige colored fields with a red asterisk are required fields. 

Grant Number*  
Date of Registered Appren�ceship Program start* Hourly Wage on Entry in Program 
How was the appren�ce impacted by the grant?* Race* 
Appren�ce First Name* Ethnic Group* 
Appren�ce Last Name* Educa�on* 
Appren�ce Occupa�on* Veteran Status* 
Sponsor* Individual with Disability (Yes/No)* 
Sponsor Address Employment Status 
Sponsor City Exisa�ng or New Employee* 
Sponsor State Type of Program 
Sponsor Zip Code* Term 
Occupa�on SOC Code* Hours a year 
Par�cipant Email Related Training Source 
Appren�ce Zip Code* Appren�ce paid for Related Training Instruc�on 
Appren�ce Full Social Security Number* Wages 
Appren�ce Date of Birth* Careen Connec�on 
Phone RAPIDS ID* 
Gender* Who made the referral? 

 
4. There are mul�ple fields with dropdown choices on the spreadsheet. 

Here are some sugges�ons on select fields:  
• Impact of the grant – this question is not on the ETA 671 form. 
• Occupa�on (select from a drop-down list of 

appren�ce occupa�ons.)  
• SOC code – The registered apprentices tab in 

the Excel file includes the SOC codes, the hours 
of programs and what type of program is 
offered for reference.   

• RAPIDS ID – contact Project manager if you 
cannot obtain the ID Request a copy of ETA 671 
form from the sponsor. All the information 
needed on the upload form will be available on 
the 671 form if it was completed.  

• Request a copy of ETA 671 form from the 
sponsor. All the information needed on the 
upload form will be available on the 671 form if 
it was completed.  
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5. A�er all the informa�on has been completed on 

the spreadsheet, save the file to your computer.  
 

6. Upload the completed document by clicking 
Choose File. This allows you to include full SSN. 
There is no need to email the document to anyone.  

 
7. Click Upload 

 
 
 
 

8. A red message will appear if the 
informa�on is required to be edited. 
Correct the spreadsheet and 
reupload. The data will match based 
on the social security number.  
 

9. A green message will appear if the informa�on was 
uploaded successfully.   
 

Other Individuals Impacted Export 
To export a list of Other Individuals Impacted: 

1. On the Customers tab, select OII from the 
Participant Type filter.  

2. Click Search  
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3. A list will display all the fields that are on the OII upload. 

Select the fields that you would like to export. The fields 
that are pre-selected, are added to every report.   

4. Click Export 

 

 

 

 

 

 

 

 

 

 

5. An excel file will display with the informa�on for the fields that were selected on the Export. 
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