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Purpose
Once an apprentice or pre-apprentice is added to the system, they must complete the application. All
customers (apprentices or pre-apprentices) must complete the application as part of the intake process.

Getting Started
There are three options for a Case Manager to complete an application with a customer:

1. After adding the customer to the system, the Case Manager can go to the customer’s profile,
click on the Intake Review tab, open step 1, and click Complete Initial Application with customer
button on the Intake Review tab.

2. After adding the customer to the system, the Case Manager can click the Complete initial
application with customer button.

3. Send the PDF application to the apprentice to complete on their own, send it back to you
through their email, and the Case Manager enters the information into the system.

As a Case Manager, you are encouraged to complete the application with the apprentice.



https://www.illinoisworknet.com/DownloadPrint/Apprenticeship%20IL%20paper%20application%20FILLABLE.pdf
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Option 1 - Intake Review tab — Complete Initial Application with Customer
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Option 2 — Customer just added to the system - Complete Initial Application

1. If you just added the customer, you will see the
option to Complete initial application with ADD CUSTOMER
customer button.

IWN ACCOUNT STATUS

Usermame: CLowman

Secret Question

Secret Angwer:

2. Review and answer, Are you Authorized to work in the

us?
Note: Applicants must have US work authorization to o
qualify for services funded by this grant.

Agreement  SAEF Disclosure  Goals & Current Situation  Education ~ Work History ~ Demographic & Contact Info

O ves® o

Cancel | Eit Prescreening

3. If the application is authorized to work in
Back to Customer List
the US, click Start New Applicat‘ion. Authorized to Workin Usa | - Agreement  SAEF Disclosure

Goals & Current Situation ~ Education ~ Work History ~ Demographic & Contact Info

Are you Autherized to
work in the US?

® ves© No

Cancel | Start New Application

4. Review and answer the Agreement.

Workin USA | agreement | SAEF Disclosure  Goals & Current Situation  Education  Work History  Demographic & Contact Info

G—

Review the terms of use and privacy policy.

Illinois workNet helps people reach their training, employment, and career goals.

C h ec k t h e bOX an d c I |Ck SaVe an d GO TO N eXt You will need to have your current and past employment information including start and end dates to complete this application.
This application contains voluntary questions to help determine if you are eligible for additional services. This information will be kept confidential and is
intended for use solely in connection with record keeping and affirmative action requirements, and to help you in identifying additional resources that can assist
Page. you. You will not be penalized for your refusal to answer.

Individuals completing this application will receive updates and information to help them reach their career, training, and employment goals.

By completing the application, you agree to allow career planners to review your information for potential participation and certify that the information you
entered is accurate to the best of your knowledge.

O 1 have read the Terms of use and Privacy Policy and agree to complete the application.

Cancel | Save and Go To Next Page
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5. Review the SAEF Disclosure.

Read the disclosure, check the box, and click Save and Go

To Next Page.

6. Complete the Goals & Current Situation

section.

Check the box next to each situation that

applies.
Click Save and Go To Next Page.

7. Complete the Education section.
Select the Highest Level of Education.

Click Save and Go To Next Page.
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8. Complete the Work History section.

Select the current employment status:

e | have not worked before. This will be my e T : B ——— ' -

first job. If this status is selected, proceed to i Y

the Demographic and Contact Info section

e | am employed.

e | am employed but | have received a notice of termination/layoff.
e |am unemployed and | have been actively looking for work.

e | am unemployed but | have not been actively looking for work.
If any of these options are chosen, click Add Employment.

9. Enter Employment Information:
e Are you currently employed by this employer? (yes/no)

ENTER NEW EMPLOYMENT

e Employer Name *

e Start Date *

e EndDate *

e Job Title *

e Soc Code for Position *

e Employer City *
e Employer State * B
e Hourly Wage Paid * — v
e Hours Per Week * st g

e Reason For Leaving

e Was/Is this your primary employment (yes/no)
e Were you self-employed? (yes/no)

Click Save
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10. Complete the Demographic & Contact Info section.

Complete the required fields:
e First Name

e Last Name

e Email

e Confirm Email

e Street Address 1

e (City
e State
e ZIP Code

e Primary Phone

e Primary Phone Type
e Sex at Birth

e Date of Birth

e Military Status

e Marital Status

e Ethnicity

Click Save and Go To Next Page.
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11. Review the information collected on the Application. Click Submit Application.
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Option 3 - Email the application to the customer

1. The fillable PDF application can be emailed to the customer.
Be sure to provide clear instructions for the customer to click on the link to open the document.

= Apprenticeship IL paper application FILLABLE pdf

2. Once the document has opened, the o ‘ Y
ILLINOIS... @

customer should click inside the boxes and e of oo

circles that apply to them and complete all
of the required fields.

3. The customer should save the completed
document and email it back to their Case

Manager.

4. Once the Case Manager has received the completed application, they will complete the application on
behalf of the customer.

What’s Next?

The Intake Review tab will open, and

Overview Career Plan Outeomes

Action Item 1 will display a green status.

INTAKE REVIEW CASE NOTES(0)~
You are now ready to proceed to the next PE—— Po— PP P
Step — Verify e||g|b|l|ty and enro“ the Emall Christine@noemail.com 1. Customer submits initial online application. Complete :[nn"plﬂe
TR e . Enrollment Status Fending 2. Enroll customer [dol Action
customer. See “Eligibility Verification and Complete | Needed
. . "o . - 3. The customer was provided information that describes the features and how to | Not .s\clion
Enrolling the Apprentice” instructions for o | | access their carcer pian Complete | Needed
Reset Password
more information. e

Related Instructions

2. Verify eligibility and enroll the customer

Participant Summary Tools

3. Provide customer with information on how to access their career plan.
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This workforce product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administration. The
product was created by the recipient and does not necessarily reflect the official position of the U.S. Department of Labor. The Department of
Labor makes no guarantees, warranties, or assurances of any kind, express or implied, with respect to such information, including any

information on linked sites, and including, but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy,
continued availability, or ownership.
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