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Purpose  
Once an appren�ce or pre-appren�ce is added to the system, they need to complete an applica�on. All 
customers (apprentices and pre-apprentices) must complete the applica�on as part of the intake 
process.  

Where to Begin with the Applica�on  
A�er a customer is added to the workNet system, the Case 
Manager may either: 

(1) Complete ini�al applica�on with customer  
(2) Add next customer 

As a case manager, you are encouraged to complete the 
applica�on with the appren�ce.   
 

Add next customer  
1. To add more than one customer at a �me, click Add 
next customer. 
 
2. Clicking this buton will generate a new, blank Add 
Customer modal.  

3. Complete the informa�on required on the Add 
Customer page and click Search for exis�ng customer. 

4. To add the next customer, repeat steps 1-3.  
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Complete ini�al applica�on with customer  
1. Click Complete ini�al applica�on with customer 
from the Add Customer modal. 

 

 

 

 

 

 

2. If you are just logging into the system,  search for 
the appren�ce or pre-appren�ce’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.  
 

  
 
 
 
 

 

 



Complete the Applica�on 
July 2026 v4 

 

 
 

Complete the Applica�on from the Intake Review tab 
1. From the Intake Review tab, click to open the blue 
sec�on �tled 1. Customer submits ini�al online 
applica�on.  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.  
 
 
 
 
 
 
 
2. Click Complete ini�al Applica�on with 
Customer.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Review Authorized to Work in USA 
tab. 

• Applicants must have USA 
work authoriza�on to 
qualify for services funded 
by the grant.  

• If the applicant is not 
authorized to work in the 
USA, click Exit Prescreening.  
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4. If the applicant is authorized to work 
in the US, click Yes.  
 
5. Click Start New Applica�on.   
 
 
6. Complete the Agreement tab. 

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

7. Complete the SAEF Disclosure tab. 
• Check the box and click Save and Go To Next Page.  

 
 
 
 
 
 
 
 
 
 
8. Complete the Goals & Current Situa�ons tab. 

• Check the box next to each situa�on that applies to 
the appren�ce.  

• Click Save and Go To Next Page.  
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9. Complete the Educa�on tab. 
• Select the Highest Level of 

Educa�on from the drop-down 
box.   

• Click Save and Go To Next Page.  
 
 
10. Complete the Work History tab.  
Select the applicant’s current 
employment status:   

• When I have not worked before. 
This will be my first job. is 
selected, click Save and Go To 
Next Page.  

• When any of the op�ons listed below are selected, Employment informa�on is required. 
o I am employed. 
o I am employed but I have 

received a no�ce of 
termina�on/layoff.  

o I am unemployed and I 
have been ac�vely looking 
for work.  

o I am unemployed but I 
have not been ac�vely 
looking for work.  

 
 
 
 
11. Click Add Employment.  

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

• The Employment informa�on  display 
in the Employment History.  

• Click Save and Go To Next Page.  
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12. Complete the Demographic and Contact Informa�on. 
Complete the (*)required fields: 

• 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.  
• Click Save and Go To Next Page 

 
 
 
 
 
 
 
 
 
 
 
 
 
13. Review the Applica�on Summary.  
14. Scroll down to the botom of the applica�on and click 
Submit Applica�on.   
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This workforce product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administra�on. The 
product was created by the recipient and does not necessarily reflect the official posi�on of the U.S. Department of Labor. The Department of 
Labor makes no guarantees, warran�es, or assurances of any kind, express or implied, with respect to such informa�on, including any 
informa�on on linked sites, and including, but not limited to, accuracy of the informa�on or its completeness, �meliness, usefulness, adequacy, 
con�nued availability, or ownership. 

 
 

What’s Next?  
• The Intake Review tab 

will open, and Ac�on 
Item 1 will display a 
green status.  

 
• You are now ready to 

proceed to the next 
step, 2. Verify eligibility 
and enroll the customer.   
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