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Purpose

Once an apprentice or pre-apprentice is added to the system, they need to complete an application. All

customers (apprentices and pre-apprentices) must complete the application as part of the intake

process.

Where to Begin with the Application

ADD CUSTOMER

After a customer is added to the workNet system, the Case IWN ACCOUNT STATUS

Manager may either:
(1) Complete initial application with customer
(2) Add next customer

As a case manager, you are encouraged to complete the
application with the apprentice.

Add next customer

1. To add more than one customer at a time, click Add
next customer.

2. Clicking this button will generate a new, blank Add
Customer modal.

3. Complete the information required on the Add
Customer page and click Search for existing customer.

4. To add the next customer, repeat steps 1-3.

Username: DhcCreedy

Password: McC

Status: Ne

Secret Question:

Secret Answer:

Add next customer

ADD CUSTOMER

IWN ACCOUNT STATUS

Username: DMcCraedy

Password: McCreedy060100
Status: New Account Created
Secret Question:

Secret Answer:

Complete initial application with customer
]
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Complete initial application with customer

1. Click Complete initial application with customer
from the Add Customer modal.

2. If you are just logging into the system, search for
the apprentice or pre-apprentice’s name from the
Customers tab by providing the first name, last
name, or both in the Name box.

3. Select the last name to access the profile.
This will take you to the Intake Review tab.
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ADD CUSTOMER x

IWN ACCOUNT STATUS

Username: DMcCraedy

Password: McCreedy060100

Status: New Account Created

Secret Question:

Secret Answer:

‘ Complete initial application with customer ‘

L APPRENTICESHIP ILLINOIS

Customers | Business Engagement Tools  Workplan & Reports

Name

McCreedy| | Related Instructions

wN
Number

Grant
Name

Select v

Grant
Type *

Select v
Grantee

Apprenticeship llinois - ABC Location v

Participant
Type

Advanced Search

[ L L

10 v] entries per page
workNet Last a First Enroliment Customer RAPIDS

1d Name Name Grantee Enroliment Status Date Type Id

40426 Derek Apprenticeship lllincis - Not Enrolled - Eligibility ~ N/A Case Managed
ABC Location Not Complete

Showing 1o 1of 1 enty [EEHEE
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Complete the Application from the Intake Review tab

1. From the Intake Review tab, click to open the blue
section titled 1. Customer submits initial online
application. There is a red reminder below not to proceed
with any next steps if the customer is not authorized to
work in the USA. This makes them ineligible for the grant.

L APPRENTICESHIP ILLINOIS INTAKE REVIEW

Back 10 Cust

e
Comerplan  Outcomes

INTAKE REVIEW

Overview

CASE NOTES(0)~

Profile: Derek McCreedy Action Item Result Status
Email DM@nosmail com 1. Customer submits initial application. Not @ Action
Complete | Needed
Enroliment Status 1./4
2. €nroll customer. Not @ Action
Complete | Needed
3. The customer was provided information that describes the features and how to | Not @ Action
access their career plan. Complete | Needed

Related Instructions

e

Verification is unnecessary. Applicant is not authorized to work in the USA and ineligible for the grant

There is no Career Plan for this applicant.

2. Click Complete initial Application with
Customer.

Back to Customer List

Related Instructions

4 APPRENTICESHIP ILLINOIS INTAKE REVIEW

Overview Intake Review  CareerPlan  Outcomes
INTAKE REVIEW CASE NOTES(0)
Profile: Derek McCreedy Action Item Result Status
Email Oh@noemal com 1. Customer submits initial application. Not . Action
Complete MNeeded
Enroliment Status /2 -
2. £nroll customer. Not @ acion
™ Complete Needed
3. The customer was provided information that describes the features and how to Not . Action
Reset Password access their career plan. Complete Needed

1. Customer submits initial application
Complete Initial Application with Customer |

Fillable PDF application to email to the customer

Verification is unnecessary. Applicant is not authorized to work in the USA and ineligible for the grant.

There is no Career Plan for this applicant.

3. Review Authorized to Work in USA
tab.

SAEF Disclosure Goals & Current Situation  Education  Work History Demegraphic & Contact Info

[ ] Apphca nts must have USA Back to Customer List
. . Autherized to Work in USA Agreement
work authorization to — —
qualify for services funded | e youauthoiedio
work in the US? D Yes® No
by the grant. kaut to qualify
e [f the applicant is not conee!

authorized to work in the
USA, click Exit Prescreening.
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If the applicant is authorized to work
in the US, click Yes.

5. Click Start New Application.

6. Complete the Agreement tab.

e Check the box and click Save and Go To Next

Page.

7. Complete the SAEF Disclosure tab.

Complete the Application
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Back to Customer List

Agreement

Authorized to Work in USA

S —

Are you Authorized to
work in the US?

SAEF Disclosure

Goals & Current Situation Education Work History Demographic & Contact Info

Start New Application

Goals & Current Situatio:

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

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 ta help you in identifying additional resources that can assist
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.

)1 have read the Terms of

< and Privacy Policy and agree to complete the application.

Cancel  Save and Go To Next Page

e Check the box and click Save and Go To Next Page.

8. Complete the Goals & Current Situations tab.
e Check the box next to each situation that applies to

the apprentice.

e C(lick Save and Go To Next Page.

Back to Custemer List

Work History  Dem:

Authorized taWork in USA  Agreement  SAFF Disclosure  Goals & Current Situation

Equal Barticipation of Faith- Baced O tigns and Written Notice of Ber 5. USDOL, with eight other agencies,issued the final rule,
Partnerships With Faith-Based and Neighborhood Grganizations, on March 4, 2024 5ot 29 CFR230 241

a unamnr. final nule, & faith-based organization that participates in this award program retains its independence from federal State and lecal gevernments

may continve to in federal law.

b r.-m based organization may not use direct Feders! i . whether received through rd or subaward, to support or engage in any
xplckly reigiou acines. A crgeizaton ecehng Feder e 150 must not,in pr or in canducting
outreach activities related beneficiary or p e beneBciey o the bass of rebion, 3
religicus belief. 3 refusal to hold 2 religious belief, or 8 refusal to attend or participete in a religious practice.

 Notice to beneficiaries of programs supported by direct Federal Financial Assistance. Any organization praviding services to beneficiaries under programs
supported by direct Federal Financial Assistance from USDOL, and any entity responsible for Gibursing federal fonce as pm of 2 program of indirect
Federol Financial Assistonce administered by USDOL, must gi d pr

Hame of Organization: Apprenticeship llinois - ABC Location
Name of Pragram:Apprenticeship llinois

Type of Federal Financial Assistance: SAEF

Contact Information for Program Staff:

tance from the quired to let you know that

Because this program is supported in whole or in part by-
1.We may not discriminate against you on the basis of reigion, a religious belief, a refusal to hold a religious belef, or a refusal to attend or participate in a
refgicus practice;
2 We may not require you to attend or participate in any explicitly
rebgious insrucion, o roseyzato) that are ofered by ourorganization, an any partipaion by you n such actiiies st b pursly volrtay
3 We must seperate in time or location any privately funded that involve overt such 25
WarsN, 11008 INSIEEn, G BraselEsten) o Sctiies SUppred wih direc Fediral Financal Adsstance:
4, You may report viclations of these protections,incuding any denials of services or benefits by an arganization, by contacting or fiing a written complaint
h the US. Department of Labor's Civil Rights Center, 200 Constitution Avenue NW, Room N-4123, Washington, DC 20210, or by
CRCExtemalComplaints @dol gov; and
5.1F you would ke to seck informtion sbout whether there are any other federally funded organzations that provide these kinds of services in your ares,
please call toll-free 1-877-US2-JOBS (1-877-872-5627) or TTY 1-877-889-5621.

luding activiies that involve overt worship,

Tris written notice must be given to you before you enrollin the program of receive services from the program, unless the nature of the service provided or
provide such provide the actual services. In such an instance, this nofice must be given to you at

exigent
the earliest available opportunity.

Thave resd the SAEF Grant Disclosure and 8gree to complete the application.

Bl e | semccononmge

JE=ck to Cust

uation  Education aphic & Contact Info

& Current 5

Workin USA  Agrssment

Do you have any situations that nesd to
be plannsd around? *

EDUCATION

e ————

PHYSICALHEALTH

00 v o sty thst ke it o for e 2 ot g
O tom egaly i

FAMILY

0 fam pregran. |

D0 v cilen anct s e s e cicare.
3 gl garere.
FINANCIAL

s sy s TP
My orscemecr in my il recsives T

oy
sdfersmxr! iyl o s e

vertyares.
e oot e rehat ot

0000000

LEGAL

O e crminl charges pencing,

legaizysem.
) e beenncrceratefor fecny o iscemesncr

HOUSING

D) freect > pesranont place
O tarm i fester cve.

D 11w st ot foser .
Lam 3 rursmy:

EMPLOYMENT RELATED

[ ———————
00 1arm s, receing ar eshausted unempicyment berafs.
50 ot b b of e demreen s g ey Lyt

[yt e hay s et
-

(51 1 e e rrpcyefor 27 wosks.
Recuare sciteril sintancs t regan Empiyer:

[ i :

(BT — —

00 oreofthe shae

Cancel | Save and Go To Next Page
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9. Complete the Education tab. Back o Customer

e Select the Highest Level of TEeg T e Ty o e T
Education from the drop-down Frghest Leve of Educaton
box. -

e Click Save and Go To Next Page. | | e e

10. Complete the Work History tab.
Select the applicant’s current o e e e e
employment status: : —o——

e When | have not worked before. ey o )
This will be my first job. is
selected, click Save and Go To
Next Page.

[ )

o |lam employed.

o |lam employed but | have
received a notice of
termination/layoff.

o lamunemployed and |
have been actively looking
for work.

o lamunemployed but |

have not been actively
looking for work.

11. Click Add Employment.

e Complete the (*) required fields and
click Save.

e The Employment information display
in the Employment History.

[ ]

Click Save and Go To Next Page.

employment status?

Cancel | Saveand Go To Next Page

When any of the options listed below are selected, Employment information is required.

Back to Customer List

Authorized to Work in USA  Agreement

What is your current
employment status? *

am employed.

Enter your employment history. *

Add Employment

Your Employment History
10 | entries per page

Name Start Date

Showing 0 to 0 of 0 entries

Cancel | Save and Go To Next Page

SAEF Disclosure

Goals & Current Situation Education Work History

e O —

Demographic & Contact Info

n!

USA  Agreement

What is your current
employment status? *

am emplayed,

Enter your employment history.

Add Employment

SAEF Disclosure Goals & Current Situatior

Demographic & Contact Info

Your Employment History
10 v | entries per page

Name Start Date

Tom's Tires 6/1/2025

End Date Job Title 4

Retail Associate

Delete

Showing 1to 1 of 1 entry

Cancel || Save and Go To Next Page

CLELETE]
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12. Complete the Demographic and Contact Information.
Complete the (*)required fields:
e Social Security Number (SSN) is no longer
required.
However, it is recommended to be entered.
o If the full SSN cannot be entered, then enter
the last 4 digits.
o If the last 4 digits cannot be entered, then
leave the field blank.
e C(Click Save and Go To Next Page

13. Review the Application Summary.
14. Scroll down to the bottom of the application and click
Submit Application.

Complete the Application
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AUTHORIZED TO WORK IN THE USA

Applicant is ebgible to work in the USA
SITUATION

EDUCATION

WORK HISTO!

DEMOGRAPHICS
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What’s Next?

e The Intake Review tab
L APPRENTICESHIP ILLINOIS INTAKE REVIEW

will open, and Action

Back to Custgmer |jc
ltem 1 will disp]ay a Overview | Intake Review |careerp|an Outcomes

green status. INTAKE REVIEW CASE NOTES(0)a
Profile: Mason Jones Action Item Result Status
® YOU are now ready to Email DM@noemail com 1. Customer submits initial application. Complete .Comp\ete
proceed to the neXt Enrollment Status Pending 2. Enroll customer. Not .Acuon

Complete | Needed

step, 2. Verify eligibility e

3. The customer was provided information that describes the features and how to | Not . Action

access their career plan. Complete Needed
and enroll the customer.

1. Customer submits initial application

Related Instructions

2. Verify eligibility and enroll the customer

Participant Summa

3. Provide customer with information on how to access their career plan.

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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