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Employment 101 Instructor Guide
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Employment 101 (E101) is a guided approach including assessments, articles, planners, and resources to help users reach their training and 
employment goals. The purpose of the Pre-Assessment is to check the user's knowledge while the Post-Assessment checks what the user 
has learned during the guided process, and to unlock a certificate of completion and digital badge.

Topics Covered:
• Career Exploration
• Training Program Exploration
• Job Search Skills

Access to Assessments and Results:
• Users access Pre- and Post-Assessments and saved results through My Dashboard. All saved results stay in the user's account. The Pre-

Assessment is only taken one time. Users can retake and save Post-Assessment results an unlimited number of times.
• Users may access learning modules for E101 in any order but starting from the beginning will gain best results.
• Goals established during the completion of learning modules are saved to the user’s Career Plan.

• Goal-Setting
• Violence Prevention and Awareness
• Networking and Volunteering Skills

• Essential Employability Skills
• Digital Literacy Skills
• Financial Literacy Skills



Dashboard

The Illinois workNet Center System, an American Job Center, is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. All voice telephone numbers may be reached by persons using TTY/TDD equipment 
by calling TTY (800) 526-0844 or 711. This workforce product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administration. For more information, please refer to the footer at the bottom of any webpage at illinoisworknet.com.



Login to your Illinois workNet account to access 
Employment 101 from My Dashboard.

DASHBOARD



Career Plan Tools
Tools used and explained within Employment 
101 include:
• Assessments
• Career Plan
• Compare Careers
• Compare Training
• Job Search Organizer
• Notes
• Resume Builder

On any page in the Guide:
• Click the Illinois workNet icon to return to 

the homepage.
• Click Career Tools to return to the Career 

Tools page.

DASHBOARD



Career Plan Tools
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NAVIGATION – Career Plan Tools

Compare Careers
While working through E101, 
bookmark careers that interest 
you based on Skills and Interest 
Surveys. This tool allows you to 
put jobs in order of importance.

Compare Training
As you work through E101, 
bookmark trainings related to 
bookmarked careers. This tool 
allows you to put those training 
programs in order of importance.

Job Search Organizer
Bookmark jobs you are interested 
in while working through E101. 
This tool allows you to keep them 
organized as you apply, interview, 
and follow-up.

Resume Builder
Use the Resume Builder to create 
items needed to market yourself 
for a new job, like a resume or 
portfolio. Items can be shared with 
a career counselor for feedback 
and mentoring.



NAVIGATION – Career Plan Tools

Career Plan
Track your created goals, and 
steps added to help achieve 
those goals. Add dates on steps 
to track your own. You may work 
with a career counselor to help 
complete your steps or goals.

Notes
Activities in E101 ask you to 
keep track of items for career 
and job search plans. Use the 
Notes feature to add/edit 
information to help with job 
applications and resumes or 
completing new hire paperwork.

Employment 101
This learning system creates a 
Career Plan and Job Search Plan 
incorporating all tools described. 
Select this to go to the four-step 
guide for Pre-Assessment, 
learning modules, Post-
Assessment, and certificates.

Assessments
All assessments tracked in Illinois 
workNet are in this area including 
Skills & Interest Surveys, E101 
results, Self-Evaluation, Worksite 
Evaluation, and other assessments 
tracked in workNet like TABE or 
Casey Life Skills.



Navigation
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NAVIGATION

In My Dashboard, select the Employment 101 – E101 icon,
then select an appropriate career plan or create a new one.

A user should select Step 1 Pre-Assessment if required for a 
specific program OR select Go To Guide in Step 2.

In the lesson, select which 
Career Plan to associate the 
activity. If you initially 
selected the wrong one, it 
can be changed in the lesson.



1. Take Pre-Assessment
Status shows: 

You have not taken the Pre-Assessment.
OR

Your Pre-Assessment score.

Overview:
• Only take it once
• Not timed
• 25 multiple choice questions
• Assessment is graded, but doesn't count against you

Topics Covered:
• Career Exploration
• Training Program Exploration
• Workplace Skills
• Job Search Skills
• Goal Setting
• Violence Prevention and Awareness

2. Complete Guide
Follow steps to develop a Career Plan and Job Search Plan

Planning Tools:
• Skill and Interest Results
• Career and Training Research
• Resume and Portfolio Builder
• Job Search Organizer
• Budgeting
• Achieve Your Goals Notes

3. Take Post-Assessment
Link to Post-Assessment opens once Guide is 
complete.

Overview:
• Unlimited number of attempts
• Not timed
• 25 multiple choice questions
• Highest score is saved
• Score 70% or higher to earn a Certificate of 

Completion

Topics Covered:
• Career Exploration
• Training Program Exploration
• Workplace Skills
• Job Search Skills
• Goal Setting
• Violence Prevention and Awareness

4. Certificate & Badge
Once a score of 70% or better is attained on the 
Post-Assessment, the user can:
• Link to Certificate of Completion to print 

and/or download
• Link to Digital Badge to add to online accounts

NAVIGATION



NAVIGATION

To begin, select a Career Plan on Illinois workNet to 
track activities in the correct plan.
Click the dropdown to select Career Plan > Click Select

Duration – 1 Minute

In the lesson, select the Career Plan you want to 
associate the activity with. If you selected the wrong 
one initially, you may change it in the lesson.



NAVIGATION

Guide Page Provides:
• Link to user’s Illinois workNet profile.
• Link to instructions for using the tool.
• Career Tools returns the user to Plans and Tools 

Dashboard.
• Progress reports the number completed out of 8 

total learning modules.
• Completion gear shows the overall completion by 

learning modules.
• Three sections provides a brief overview and 

clickable links to each learning module and is 
checked as each model is complete.

Duration – 5 Minutes



NAVIGATION

Learning Module Provides:
• Illinois workNet icon takes the user back to the homepage.
• Career Tools directs user back to the tools screen.
• Previous button takes user to the previous section.
• Menu button lists options to return to the Guide or additional 

webpages, articles, and forms to review during the completion of E101.
• Next button takes user to the next section if they completed the 

current learning module.
• Section Overview Video explains why learning this section is important
• Section Lessons highlights where the user is currently and adds a 

checkmark to completed lessons.
• Activity Steps highlights what is currently visible in the activity modal.
• Activity Modal changes with each activity.



NAVIGATION

Section Lessons:
The current lesson is highlighted and underlined. When the entire 
lesson is complete, a checkmark shows the lesson is finished.

Activity Steps:
• The current step is highlighted and underlined. When the step is 

complete, a checkmark will show the activity is finished.
• Current activity shows in the modal window under activity steps.
• Most activities will automatically progress to the next activity. A few 

must be marked complete.



NAVIGATION

Select a Category:
• Support Services: Items like housing, medical, uniforms/tools, or childcare
• Career Plan: Items related to getting a job like creating a resume or job shadowing
• Education/Training Plan: Items related to learning new things like English, earning a GED, or 

career skills
• Independent Living: Items that allow you to pursue your choices
• Referral to Services: Items like helping with addiction or homelessness

Adding GoalsUpdating Steps

Steps and Goals: Activities in E101 helps plan what needs done to achieve success in your career goals. Update Career Plan 
steps and create Goals for your situation.

Update the step for your Career Plan:
• Add date you want to begin
• Add date you plan to finish
• Enter number of hours you plan to 

work on your step
• Enter any additional notes
• Update Status to Started/Open when 

you add a date
• Click the Update button to return to 

the learning module

i

Select a Short- or Long-Term Timeframe:
• Short-Term: Refers to a few days and lasts up to a year
• Long-Term: Refers to 10 months or longer, or requires you to complete something before this 

goal can be completed

Add notes related 
to the step.



NAVIGATION

Notes: Activities in E101 helps plan what needs done to achieve success in your career goals. Make Notes in activities to help 
remember items to do or find. Add Notes to Career Plan steps.

Update the step for your Career Plan:
• Add date you want to begin
• Add date you plan to finish
• Enter number of hours you plan to 

work on your step
• Enter any additional Notes
• Update Status to Started/Open 

when you add a date
• Click the Update button to return 

to the learning module

i
Adding Notes

Fill in the Notes for your plan.

Notes save as you type.

Add Notes related 
to the step.

In the requested sections, enter Notes in the tool to 
help you complete Career Plan steps with more detail.

You may download the paper version by clicking the 
blue Download Checklist button.
Link: https://www.illinoisworknet.com/DownloadPrint/Organize%20Your%20Job%20Search
%20Checkl

Notes are tracked in the Career Plan Tool – Notes.

https://www.illinoisworknet.com/DownloadPrint/Organize%20Your%20Job%20Search%20Checklist.pdf


Pre-Assessment
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Pre-Assessment is not required for users to complete the learning modules in the Guide.

After taking the Pre-Assessment, answers marked incorrectly will show. User may access a 
list of assessments taken and may click the View Results button to see incorrect answers at 
any time.

Some programs require users to complete the Pre-Assessment for a knowledge gain 
comparison. Some program's Performance Measures relate to whether a specified score 
was achieved between Pre-Assessment and Post-Assessment.

Other assessments in Illinois workNet are available from the Assessments tab.

Step 1. Take Pre-Assessment

Overview:
• 25 multiple choice questions
• Not a timed assessment
• Take it only once
• Assessment is graded but the grade is not counted against you

Topics Covered:
• Career Exploration
• Training Program Exploration
• Workplace Skills
• Job Search Skills
• Goal Setting
• Violence Prevention and Awareness

PRE-ASSESSMENT

Duration – 15-20 Minutes



Prepare a Career Plan
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Lesson 1A1: Discover Careers that Match Your Interests

Explore Careers Unit

More Resources:
What You Should Know When Selecting Your Career Path

Learn Complete

Users are linked to surveys 
to identify career interests.

Career Cluster Inventory 
is located on the partner 
site. Once Career Cluster 
Inventory is complete, 
save results. Return to 
Activity Steps and check
the completed activity's
box. Continue to next 
activity.

i

Duration – 30-80 Minutes

Activity Steps:
Career and Interest Surveys help find a starting point 
for exploring careers.
1. Learn about Career and Interest Surveys.
2. Complete the Career Cluster Inventory:

a. Rate 80 activities as like very much, like, dislike, 
or not sure

b. Look at the graph to see how your interests 
match to each career cluster area

c. Save your Career Cluster results to complete the 
activity response



Explore Careers Unit
Lesson 1A2: Explore Jobs, Required Skills/Credentials, and Wage Information

More Resources:
What You Should Know When Selecting Your Career Path

Learn Complete

Users are linked to 
explore careers 
they can bookmark.

To BOOKMARK any item in E101 activities or on Illinois workNet, look for the 
{{bookmark Bookmark icon in the upper right corner. Click the icon to save; 
locate all bookmarked items in the Bookmark section in "My Dashboard".

i

Duration – 15-45 Minutes

Activity Steps:
Explore career pathways that match your 
interests.
1. Learn different ways to explore careers.
2. Explore careers.

Think about:
• Are there expected job openings or 

growth?
• How much job prep (experience, 

training, education) is needed?
• What are the working conditions?
• What are the wages?
• What are some similar jobs?



Explore Careers Unit
Lesson 1A3: Rank Your Career Options

More Resources:
How to Tackle a Career Change Head-On

Learn Complete

Rank your bookmarked careers 
in the Compare Careers 
section of Dashboard Menu.
Click the up-or-down arrow to 
move the career choice or drag 
and drop up-or-down to rank
choices. Click the three dots in 
a circle to remove the 
choice. When finished, check 
the box in “Mark Complete”.

i

Duration – 10-20 Minutes

Activity Steps:
1. Learn about the following when ranking your 

career options:
a. Do you have a passion for the work?
b. Does this fit in with your current or desired 

lifestyle (e.g., family, location, hours, etc.)?
c. Does the job get you on a path towards 

your dream job?
d. Does it fit with your personality or work 

style (e.g., hands-on, technical, artistic, 
outgoing, quiet, organized, planning, etc.)?

e. Are you willing to put in the job prep effort 
(experience, training, and education)?

2. Rank your bookmarked careers to show your 
top three choices.

https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=130


Explore Careers Unit
Lesson 1A4: Quiz

Complete

After answering the question, the 
correct answer will be given.

Mark the box at the top of the lesson 
panel that says “Mark Complete” 
once quiz is finished.

Duration – 5 Minutes

Activity Step:
Test your knowledge of what you learned.
Questions will be on the Post-Assessment test. i



Explore Training Unit
Lesson 1B1: Explore Training Programs by Learning to Compare Pros and Cons

Learn Complete

More Resources:
• Decision Making Process When Selecting a Training Program
• Credentials

Bookmark items in E101 
or on Illinois workNet. 
Look for the Bookmark 
symbol in the upper-right
corner. Click the symbol 
to save an item to the 
correct Bookmark section 
in "My Dashboard."

iActivity Steps:
1. Learn different ways to explore training programs.

2. Search Training Programs and bookmark at least three. 
Think about:

a. How long is the training program?
b. What is the cost?
c. How is the program offered (online/in 

person/combination)?
d. Where is it located?
e. After completing, do I earn a credential 

recognized by the industry?

Duration – 15-60 Minutes

https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=43
https://illinois.virtuallmi.com/


Explore Training Unit
Lesson 1B2: Rank Training Program Options

Learn Complete

Rank bookmarked training 
programs in the Compare 
Training section of Dashboard 
Menu. Click an up-or-down
arrow to move the career 
choice or drag and drop your 
choices up-or-down to rank 
them. Click the three dots in a 
circle to remove the choice.

i

More Resources:
• Decision Making Process When Selecting a Training Program
• How Can LMI Help You?Duration – 10-20 Minutes

Activity Steps:
1. Consider the following when ranking training 

program options:
a. Does this program prepare you for your 

dream job or for a job that leads into
your dream job?

b. Does this program offer course options 
that fit with your current situation (e.g., 
family, location, hours, transportation)?

c. Does it fit with your learning style (e.g., 
hands-on, technical, artistic, etc.)?

d. Are you willing to dedicate the required 
time to successfully complete the 
program?

e. Do you need additional education or 
training to meet the minimum program 
requirements?

2. Review bookmarked training programs.
a. Rank bookmarked training programs to 

show your top three choices.

https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=43


Explore Training Unit
Lesson 1B3: Research How to Pay for Training. Analyze Options

Learn Complete

i

More Resources:
• Ways to Pay for School
• 5 Tips When Applying For Financial Aid
• 7 Phases of College Financial Aid Award Packaging

Update the step for your Career 
Plan by:
• Add a date you want to begin.
• Add a date you plan to finish.
• Enter the number of hours you 

plan to work on your step.
• Enter any additional notes.
• Update Status to Started/Open 

when you add a date.
• Click the Update button to 

return to the learning module.

Duration – 5-15 Minutes

Activity Steps:
1. Learn ways to pay for training and the 
financial aid process for college.

2. Complete the activity response by updating 
Career Plan dates for "Make a plan to pay for 
training and to support yourself while you are 
in training."

<< Click

https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=95
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=41
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=39


Lesson 1B4: Quiz

Complete

Questions on the quiz will be on the Post-
Assessment. After answering the 
question, the correct answer will be given.

Mark the box at the top of the lesson 
panel that says “Mark Complete” when 
you finish the quiz.

Duration – 5-10 Minutes

Activity Step:
Test your knowledge of what you 
learned. These questions will be on the 
Post-Assessment test.

i

Explore Training Unit



Add notes about what's 
needed and situations to 
plan around.

Get Qualified Unit
Lesson 1C1: Decide What is Needed to Reach the Job Prep Level Required for Job Goal

Learn

Complete

Review

More Resources:
• Job Skills Guide
• Why Academic Skills Matter
• Why Computer Skills Matter
• 4 Steps for Getting Started with the 
Illinois workNet Self-Assessment Tool
• Overcoming obstacles
• Job Search Plan (PDF)

i

Duration – 5-25 Minutes

Activity Steps:
1. Learn things to consider when planning for your 

career.
2. Review: What do you still need?

a. Experience
b. Education
c. Training
d. Credentials

3. Review: What situations do you need to plan 
around?
a. Family
b. Transportation
c. Work
d. Other Situations

4. Complete the activity response. Update Career
Plan dates for "Find places where staff can help 
you reach your goals".

Fill in the Notes for your plan.

Notes save as you type.

Update the step for your Career 
Plan by:
• Add a date you want to begin.
• Add a date you plan to finish.
• Enter number of hours you plan 

to work on your step.
• Enter additional notes.
• Update Status to Started/Open 

when you add a date.
• Click the Update button to 

return to the learning module.

https://www.illinoisworknet.com/Qualify/Pages/JobSkillsGuides.aspx
https://www.illinoisworknet.com/Qualify/Pages/Academic-Skills.aspx
https://www.illinoisworknet.com/Qualify/Pages/Computer-skills.aspx
https://www.illinoisworknet.com/Pages/Article.aspx?articleID=189
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=8
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf


Get Qualified Unit
Lesson 1C2: Identify Employability Skills Required for All Careers

Learn

Complete

Review

More Resources:
• Attention: Soft Skills Required
• Why Computer Skills Matter
• Stackable credentials
• Job Search Plan (PDF)

Complete the Essential 
Employability Skills Self-
Evaluation by reading each 
item and selecting one of 
the four options. Read the 
definition of each option by 
clicking the info bubble next 
to the choice.

i
Duration – 15-45 Minutes

Activity Steps:
1. Learn the employability skills that employers 
require.

2. Recognize skills that often transfer from one job to 
another (Examples: keyboarding, taking blood 
pressure, changing the oil in a car, or knowledge of 
Microsoft Office suite).

3. Complete the activity response by
rating employability skill level.

https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=37
https://www.illinoisworknet.com/Qualify/Pages/Computer-skills.aspx
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=368
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf


Add notes about what 
credential, license, 
certificate, or degree 
you might need.

Get Qualified Unit
Lesson 1C3: Identify Technical Skills

Learn

Complete

Note

More Resources:
• Why Industry-wide Technical Skills Matter
• Credentials: Have Evidence of Your Skills
• Job Search Plan (PDF)

i

Duration – 5-30 Minutes

Activity Steps:
1. Learn what are technical skills.

2. Identify industry wide technical skills 
required for the career pathway selected:

a. Credentials
b. Licenses
c. Continuing Education
d. Stackable Credentials

3. Complete this activity by updating Career 
Plan dates for "Learn about credentials you 
can earn and how to get them".

Fill in the notes for your plan.

The notes save as you type.

Update the step for your Career 
Plan by:
• Add a date you want to begin.
• Add a date you plan to finish.
• Enter number of hours you 

plan to work on your step.
• Enter additional notes.
• Update Status to Started/Open 

when you add a date.
• Click the Update button to 

return to the learning module.

https://www.illinoisworknet.com/Qualify/Pages/Industry-wide%20Technical-Skills.aspx
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=47
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf


Get Qualified Unit
Lesson 1C4: Make a Plan to Reach Goals

Learn Complete

Create a Goal by:
• Typing in something that you 

want to achieve.
• Select whether it applies to 

Career Plan, Education/Training 
Plan, Independent Living, 
Support Services, or Referral to 
Services.

• Select Short-Term or Long-Term.

i

Resource:
• How to Make SMART Goals

Duration – 10-30 Minutes

Activity Steps:
1. Learn about setting your goals and create a plan:

a. Careers
b. Training
c. Skills Needed

2. Complete this task by create a goal(s) and step(s) 
related to career, training, and skills needed.

https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=2


Get Qualified Unit
Lesson 1C5: Quiz

Complete

After answering the question, the 
correct answer will be given.

Mark the box at the top of the lesson 
panel that says “Mark Complete” 
when the quiz is finished.

Duration – 5 Minutes

Activity Step:
Test your knowledge of what you 
learned. These questions will be on the 
Post-Assessment test.

i



Prepare a Job Search Plan
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Add notes about what you still 
need to get from the checklist for 
your job search.

Lesson 2A1: Get Organized

Get Prepared Unit

Learn

Complete

Duration – 5-20 Minutes

More Resources:
• The Nine Steps of your Job Search (PDF)
• Job Search Plan (PDF)
• Job Search checklist

i

Activity Steps:
1. Learn things you need to begin a job search.

2. Identify: Use the Notes tool to enter 
information about previous employment, 
education, licenses or credentials, references, 
and recommendations.

3. Complete the activity response by updating 
the Career Plan step called "Get Started: 
Learn how to prepare to find a job."

a. Set Start and End dates.
b. Include missing items on your checklist 

in the Notes portion of the step.

Update step for Career Plan by:
• Add a date you want to begin.
• Add a date you plan to finish.
• Enter number of hours you 

plan to work on your step.
• Enter additional notes.
• Update Status to Started/Open 

when you add a date.
• Click the Update button to 

return to the learning module.

Identify

https://www.illinoisworknet.com/DownloadPrint/Organize%20Your%20Job%20Search%20Checklist.pdf
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf
https://www.illinoisworknet.com/DownloadPrint/Organize%20Your%20Job%20Search%20Checklist.pdf


https://youtu.be/Vjn8e-bNh-I

Lesson 2A2: Prepare Resume

Get Prepared Unit

Learn Review

i

Duration - 7 - 20 minutes
More Resources
• Pick your Style, Resume Style that is
• Sample Resumes
• Resumes in a Custom World
• Keywords Are the "Key" to Your Resume 

Being Seen
• It's All About the Action - verb that is

Complete

• Your best Generic Resume
• Resume: share and share alike
• Resume Writing Guide on IwN
• Job Search Plan (PDF)
• Videos to watch from YouTube 

playlist

Activity Steps
1. Learn why everyone needs a resume.

a. Learn what keywords are
b. Learn what action words to use
c. Learn the types of resumes

2. Identify keywords and action words to use 
on your resume in the Notes Tool.

3. Review how to use the resume builder tool 
available on Illinois workNet.

4. Complete the activity response - update the 
career plan dates on "Prepare your 
resume." In the notes portion, include your 
keywords and the type of resume that is 
best for you.

Update the step for your Career 
Plan by:
• Adding a date you want to 

begin.
• Adding a date you plan to 

finish.
• Enter the number of hours you 

plan to work on each step.
• Enter any additional notes.
• Update Status to Started/Open 

when you add a date.
• Click the update button to 

return to the learning module.

Identify

https://youtu.be/Vjn8e-bNh-I
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=9
https://www.illinoisworknet.com/DownloadPrint/Sample%20resumes.pdf
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=10
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=7
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=6
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=376
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=11
http://illinoisworknet.com/Qualify/Pages/Resume.aspx
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf
https://www.youtube.com/watch?v=Bo4XuEZDvY4&list=PLlkuU1Id_xm-DKLXROQiXuYYMoNqASnr1


Lesson 2A3: Prepare your portfolio.

Get Prepared Unit

Learn

Complete

Identify

i

Duration - 12 – 25 minutes
More Resources
•Portfolio Basics (2014)
•Job Search Plan (PDF)

Activity Steps
1. Learn what a portfolio is.
2. Identify what items you could include in a 

portfolio. (Some examples include your 
resume, images of projects you have 
completed, samples of your writing or 
PowerPoint skills, links to websites you 
designed, or photos of cars you repaired.)

3. Complete he activity response update the 
career plan dates for "Organize your 
information." In the notes section, type in 
items that you know you will include in your 
portfolio.

Fill in the notes for your 
plan.

The notes save as you 
type.

Update the step for your Career 
Plan by:
• Adding a date you want to 

begin.
• Adding a date you plan to 

finish.
• Enter the number of hours 

you plan to work on your 
step.

• Enter any additional notes.
• Update Status to 

Started/Open when you add 
a date.

• Click the update button to 
return to the learning 
module.

https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=22
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf


Lesson 2A4: Prepare a plan.

Get Prepared Unit

Learn Complete

Create a Goal by:
• Typing in something that 

you want to achieve
• Select whether it applies 

to Employment, 
Education, Living 
Independently or Support 
Services

• Select Short-term or Long-
term

i

Duration - 5 - 10 minutes
More Resources
• How to Make SMART Goals
• Tips for Youth – Setting Goals
• Setting Goals 101

Activity Steps
1. Learn about the items to make your job 

search plan productive.
2. Create goals to complete your job search 

plan. i.e. get dates for work experience, or 
request a recommendation to add to 
portfolio

https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=2
https://www.illinoisworknet.com/pages/article.aspx?articleID=181
https://www.illinoisworknet.com/pages/article.aspx?articleID=119


Get Prepared Unit
Lesson 2A5: Quiz

Complete

After answering the question, the 
correct answer will be given.

Mark the box at the top of the lesson 
panel that says “Mark Complete” 
when the quiz is finished.

Duration – 5 Minutes

Activity Step:
Test your knowledge of what you 
learned. These questions will be on the 
Post-Assessment test.



Lesson 2B1: Network.

Find Jobs Unit

Learn

Complete

i

Duration - 5 – 15 minutes
More Resources
• Start with Why - Simon Sinek
• 30 Second Elevator Speech
• Get Prepared to Network
• Introducing Yourself to Others
• Marketing Your Skills
• 2020 is the Year Everyone Learned to Connect Virtually

Activity Steps
1. Learn about:

a. The ways to Network
i. Virtually
ii. In-Person

b. Learn about elevator speeches
c. Learn about additional networking 

material
i. Networking card
ii. Networking handbill

2. Identify places to begin networking.
3. Complete the activities update the career 

plan dates on Marketing Yourself​.
Update the step for your Career 
Plan by:
• Adding a date you want to 

begin.
• Adding a date you plan to 

finish.
• Enter the number of hours you 

plan to work on your step.
• Enter any additional notes.
• Update Status to Started/Open 

when you add a date.
• Click the update button to 

return to the learning module.

Identify

Fill in the notes for your 
plan.

The notes save as you 
type.

https://www.ted.com/talks/simon_sinek_how_great_leaders_inspire_action?language=en
https://www.illinoisworknet.com/DownloadPrint/30secondelevatorspeech22013.pdf
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=20
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=101
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=374
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=375


Lesson 2B2: Search for job openings.
Find Jobs Unit

Complete

Review

i

Duration - 7 – 15 minutes
More Resources
•Job Search in the Digital Age Webinar - Staying motivated
•Job Search Plan (PDF)

Learn
Activity Steps
1. Learn about places to search for job 

openings:
a. Job boards
b. Niche sites
c. Company posts
d. Associations
e. Social media

2. Learn how to track / organize job search.
3. Complete this activity update the career 

plan dates for the step "Use a strategic job 
search to find a job."

Update the step for your Career 
Plan by:
• Adding a date you want to 

begin.
• Adding a date you plan to 

finish.
• Enter the number of hours you 

plan to work on your step.
• Enter any additional notes.
• Update Status to Started/Open 

when you add a date.
• Click the update button to 

return to the learning module.

After you watch the 
video, mark the box 
“Mark Complete” in the 
upper right corner of the 
learning module to move 
to the next item.

https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=12
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf


Lesson 2B3: Apply for a job.

Find Jobs Unit

Learn

Complete

Review

i

Duration - 7 - 20 minutes

More Resources
•Things you Need to Know when Applying for Jobs
•Troubleshooting Why You don't Get Interviews

Activity Steps
1. Learn the proper way to apply for a job.

a. On-line
b. In-person
c. Resume vs. application

2. Learn how to use the job tracker to tool to 
track the progress of your job search.

3. Complete this activity customer will update 
the career plan dates for the step "Apply for 
Jobs."

Update the step for your Career 
Plan by:
• Adding a date you want to begin.
• Adding a date you plan to finish.
• Enter the number of hours you 

plan to work on your step.
• Enter any additional notes.
• Update Status to Started/Open 

when you add a date.
• Click the update button to 

return to the learning module.



Lesson 2B4: Interview.
Find Jobs Unit

Learn Complete

i

Duration - 10 – 30 minutes More Resources
•Types of interview
•Interview clothes: Do's and Don'ts
•What to Do during an Interview
•What to Do After an Interview

Activity Steps
1. Learn about:

a. The information needed to prepare for an 
interview.

b. Ways to research the company before the 
interview.

c. How to practice interviewing:
i. Questions
ii. Nonverbal Communication
iii. Location
iv. Attire

d. What to do during the interview ​
e. Interview follow-up behavior​

2. Complete this activity customer will update the 
career plan dates for the step "Prepare for an 
interview."

Update the step for your Career Plan by:
• Adding a date you want to begin.
• Adding a date you plan to finish.
• Enter the number of hours you plan 

to work on your step.
• Enter any additional notes.
• Update Status to Started/Open when 

you add a date.
• Click the update button to return to 

the learning module.



Find Jobs Unit
Lesson 2B5: Quiz

Complete

Duration – 5 minutes

Activity Steps
1. Test your knowledge of what you 

learned. These questions will be on the 
post-assessment test.

Questions on the quiz will be on the 
Post Assessment. When you answer 
the question, you will be given the 
correct answer.

Mark the box at the top of the lesson 
panel that says “Mark Complete” 
when you have finished the quiz.



Achieve Your Goals

The Illinois workNet Center System, an American Job Center, is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. All voice telephone numbers may be reached by persons using TTY/TDD equipment 
by calling TTY (800) 526-0844 or 711. This workforce product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administration. For more information, please refer to the footer at the bottom of any webpage at illinoisworknet.com.



Lesson 3A1: Be prepared to accept the job.
Start Your Job Unit

Learn Note
Activity Steps
1. Learn how to decide if a job would be a good 

fit.
a. Review items in the Career Interest 

Survey about what is important in a 
job.

b. Learn about documents you need to 
begin a job.

c. Learn about obligations.
2. Identify obligations you have to meet if you 

are offered a job. For example:
a. Childcare
b. Adult Care
c. Planned trips/events
d. Existing PT/FT job

3. Identity the documents you need to begin a 
job.

Fill in the notes for your 
plan.

The notes save as you 
type.

Continue



Lesson 3A1: Be prepared to accept the job. 
Start Your Job Unit

Complete

Create a Goal by:
• Typing in something that you 

want to achieve
• Select whether it applies to 

Employment, Education, 
Living Independently or 
Support Services

• Select Short-term or Long-
term

Duration - 10 – 30 minutes
More Resources
•Get To Know the Work Culture in Your 
New Job
•Job Search Plan (PDF)

Create goals for 
obligations

i
Update the step for your Career 
Plan by:
• Adding a date you want to begin.
• Adding a date you plan to finish.
• Enter the number of hours you 

plan to work on your step.
• Enter any additional notes.
• Update Status to Started/Open 

when you add a date.
• Click the update button to return 

to the learning module.

i

Activity Steps - continued
4. Complete this activity - customer will update 

the career plan dates for the step "Prepare to 
Accept a Job." Note what documents you 
need and obligations to plan for to be ready 
to start a new job.

Option

OPTION - Create a goal for your obligations.



Lesson 3A2: Get ready for your first day.
Start Your Job Unit

Learn

Complete

Note

i

Duration - 7 – 20 minutes

More Resources
•Ready to Fill Out forms for Your New Job
•Get To Know the Work Culture in Your New Job
•Job Search Plan (PDF)

Activity Steps
1. Learn:

• The type of paperwork you will complete 
on your first day.

• The best way to meet coworkers and 
supervisors,

• The rules of your new job - employee 
handbook

• About your job expectations.
2. Identify your expectations of the job (Some 

examples include paid a fair wage, 
opportunity for promotion, steady hours, 
work well with boss or co-workers.)

3. Complete this activity - you will update the 
career plan dates for the step "Learn about 
filing taxes." Note on the step the 
paperwork you need to get to start your 
new job.

Update the step for your 
Career Plan by:
• Adding a date you want 

to begin.
• Adding a date you plan to 

finish.
• Enter the number of 

hours you plan to work 
on your step.

• Enter any additional 
notes.

• Update Status to 
Started/Open when you 
add a date.

• Click the update button 
to return to the learning 
module.

Fill in the notes for your plan. 

The notes save as you type.

https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=42
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=35
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf


Lesson 3A3: Keep your new job.
Start Your Job Unit

Learn

Complete i

Duration - 5-15 minutes
More Resources
•New Job Tip #1: Understand Expectations
•Be Safe in Your New Job
•Job Search Plan (PDF)

Activity Steps
1. Review workplace skills and actions to keep 

your new job and learn about job 
performance criteria for your new job.

2. Identify possible career ladder moves based 
upon your chosen career path.

3. Complete this activity you will update the 
career plan dates for the step "Career 
Advancement“.

Update the step for your Career 
Plan by:
• Adding a date you want to 

begin.
• Adding a date you plan to 

finish.
• Enter the number of hours you 

plan to work on your step.
• Enter any additional notes.
• Update Status to Started/Open 

when you add a date.
• Click the update button to 

return to the learning module.

Fill in the notes for your plan.

The notes save as you type.

Note

Add notes about future 
achievements you could gain.

https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=40
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=33
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf


Start Your Job Unit
Lesson 3A4: Quiz

Duration – 5 Minutes

Activity Step:
Test your knowledge of what you 
learned. These questions will be on 
the Post-Assessment test.

Complete

When you answer the question, you 
will be given the correct answer.

Mark the box at the top of the lesson 
panel that says “Mark Complete” 
when you have finished the quiz.



Lesson 3B1: Start a Savings or Checking Account
Financial Literacy Unit

Learn Complete

i

Duration – 5-15 Minutes
More Resources:
• The Nine Steps of your Job Search (PDF)
• Job Search Plan (PDF)

Activity Steps:
1. Learn

a. About banking opportunities.
b. How to protect against identify theft.
c. Why and how to use a checking 

account
d. The proper way to establish credit

2. Complete this activity by the 
customer updating the Career Plan dates 
for the "Use the Money Management 
Guide to help you reach your financial 
goals."

Update step for your Career Plan by:
• Add a date you want to begin.
• Add a date you plan to finish.
• Enter number of hours you plan to 

work on your step.
• Enter additional notes.
• Update Status to Started/Open 

when you add a date.
• Click the Update button to return 

to the learning module.

https://www.illinoisworknet.com/DownloadPrint/Organize%20Your%20Job%20Search%20Checklist.pdf
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf


Lesson 3B2: Determine Current Financial Status and Budget
Financial Literacy Unit

Learn Identify
Activity Steps:
1. Learn

a. About wage ranges by reviewing wage ranges 
for careers selected.

b. How to monitor expenses to stay within 
budget.

c. How to adjust budget to remain in balance​.
2. Identify Financial Goals

a. Emergency Savings
b. Paying Off Debt
c. Saving for Future Purchases

3. Identify: Use the Notes tool or download the 
basic budget worksheet, or make a copy of the 
basic budget worksheet in Google Drive to 
identify:
a. Current Assets
b. Current Expenses
c. Credit Card/Other debt
d. Income

Fill in the notes for your plan.

The notes save as you type.

Identify

Continue



Lesson 3B2: Determine Current Financial Status and Budget (Continued)

Financial Literacy Unit

Complete

i

Duration – 15-45 Minutes

More Resources:
• What you need to Know Before Applying for Credit Card
• Budgeting Basics
• Getting Started with Money Management - Young Adults

Activity Steps: continued
4. Complete this activity by updating the Career 

Plan dates for the step "Getting and staying out 
of debt."

Update the step for your Career Plan by:
• Add a date you want to begin.
• Add a date you plan to finish.
• Enter number of hours you plan to 

work on your step.
• Enter additional notes.
• Update Status to Started/Open when 

you add a date.
• Click the Update button.

Add notes about 
current financial 
features and goals.

https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=19
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=17
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=92


Financial Literacy Unit
Lesson 3B3: Quiz

Duration – 5 Minutes

Activity Step:
Test your knowledge of what you 
learned. These questions will be on the 
Post-Assessment test.

Complete

After the question is answered, the 
correct answer will be given.

Mark the box at the top of the lesson 
panel that says “Mark Complete” 
when the quiz is finished.



Lesson 3C1: Violence Prevention and Awareness

Skills for Success Unit

Learn Complete

i

Duration – 15-30 Minutes
More Resources:
• Bully Recognition 101
• Prevent Violence at School and Work
• You can Prevent the Violence
• Trauma Informed Care

Activity Steps:
1. Learn:

a. About preventing violence in school 
and the workplace​.

b. How to recognize bullies and your 
role.

c. How to recognize sexual harassment.
d. How to respond appropriately​.

2. Complete this activity by customers
updating will update the Career Plan step 
called "Stay safe at work."

Update the step for your Career 
Plan by:
• Add a date you want to begin.
• Add a date you plan to finish.
• Enter number of hours you 

plan to work on your step.
• Enter additional notes.
• Update Status to 

Started/Open when you add a 
date.

• Click the Update button to 
return to the learning module.

Add notes about things 
you need to do to stay 
safe at work.

https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=18
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=23
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=27
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=359


Lesson 3C2: Continue to Build Skills
Skills for Success Unit

Learn Complete

i

Duration – 5-20 Minutes

More Resources:
• Soft Skills Required
• Career Advancement

Activity Steps:
1. Learn

a. How to continue building soft skills in 
the workplace.​

b. How to plan for professional 
development.

2. Complete activity. Customers will update 
the dates on the step titled "Be ready for 
your next move."

Update the step for your 
Career Plan by:
• Add a date you want to 

begin.
• Add a date you plan to 

finish.
• Enter number of hours 

you plan to work on 
your step.

• Enter additional notes.
• Update Status to 

Started/Open when 
you add a date.

• Click the Update
button.

Add notes about 
advancement opportunities.

https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=37
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=163


Add notes in steps about 
1-3 volunteer agencies 
or activities in your 
community that interest 
you.

Lesson 3C3: Volunteer
Skills for Success Unit

Learn

Complete

Note

i

Duration – 5-15 Minutes
More Resources:
• Benefits of Volunteering
• Volunteer Opportunities in Your Community
• Job Search Plan (PDF)

Activity Steps:
1. Learn the benefits of volunteering.
2. Identify opportunities to volunteer in 

your community (Examples:
church, YMCA, food pantry, homeless
shelter, or other social service agencies).

3. Complete activity by the customer
updating Career Plan dates on the step 
"Get skills, experience, and network by 
being a volunteer." Make Notes in Steps
1-3 of volunteer agencies/activities in 
your community that interest you.

Update the step for your Career 
Plan by:
• Add a date you want to begin.
• Add a date you plan to finish.
• Enter number of hours you 

plan to work on your step.
• Enter additional notes.
• Update Status to Started/Open 

when you add a date.
• Click the Update button to 

return to the learning module.

Fill in the notes for your plan.

The notes save as you type.

https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=3
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=29
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf


Lesson 3C4: Quiz

Duration – 5 Minutes

Activity Step:
Test your knowledge of what you 
learned. These questions will be on 
the Post-Assessment test.

Skills for Success Unit

Complete

After answering the question, the 
correct answer will be given.

Mark the box at the top of the lesson 
panel that says “Mark Complete” 
when the quiz is finished.

i



Lesson 3C4: Quiz

Duration - 5 minutes                           

Skills for Success Unit

Congratulations! You completed all the 
learning modules in E101. You equipped 
yourself with great knowledge to help 
you plan your career, job search, and 
how to achieve success when you land 
your next job! It is time to take the Post 
Assessment to show how much you 
have learned in E101!

Once you earn a score of 70% or better, 
you will be able to download your 
Certificate of Completion and your 
digital badge.



Post-Assessment
Certificate and Badge

The Illinois workNet Center System, an American Job Center, is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. All voice telephone numbers may be reached by persons using TTY/TDD equipment 
by calling TTY (800) 526-0844 or 711. This workforce product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administration. For more information, please refer to the footer at the bottom of any webpage at illinoisworknet.com.



The Post-Assessment is required for users to earn the certificate or digital badge.

After taking the Post-Assessment, answers marked incorrectly will show with a link 
to the learning module where more information about the question is found. 
Users have a list of the assessments taken and may click the “View Results” to 
see incorrect answers.

Users can retake the Post-Assessment as many times as necessary to score 70% or 
better. This equals 18 correct answers.

Step 3. Take Post-Assessment

Overview:
• 25 multiple choice questions
• Not a timed assessment
• Take the test until you score at least 70%

• Topics Covered:
• Career Exploration
• Training Program Exploration
• Workplace Skills
• Job Search Skills
• Goal Setting
• Violence Prevention and Awareness

POST-ASSESSMENT



CERTIFICATE & DIGITAL BADGE

Complete the E101 Guide, and score 70% on the Post-Assessment to earn a Certificate of Completion and a 
digital badge to use on your online or print profiles.



Once the E101 Guide is finished, users take 
the Post-Assessment test.

If the score is 70% or above, they achieve a 
Certificate of Completion.
The certificate can be printed or added to 
the user’s Career Plan

After the guide is completed, you have 
access to learning modules at any time by 
returning to your Illinois workNet Dashboard.



After completing the entire E101 
Guide, navigate through learning 
modules in any order.

Reset the guide to begin again.

Return to the Steps.

Access the Post-Assessment.
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