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Acronyms 
IEBS – Illinois Employment Business System 
IWDS – Illinois Workforce Development System 
LWIA – Local Workforce Investment Area 
RRU – Rapid Response Unit and typically a team member 
D&B – Dun and Bradstreet 
LMI – Labor Market Information 
EDR – Economic Development Region 
WARN – Worker Adjustment and Retraining Notification 
TAA – Trade Adjustment Assistance commonly known as TRADE 
NAICS – North American Industry Classification System 
SOC – Standard Occupational Classification 
AFL/CIO – union group 
DCEO – Department of Commerce and Economic Opportunity 
UI – Unemployment Insurance 
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Why Submit an Online WARN notification? 
The Illinois Worker Adjustment and Retraining Notification Act (WARN) requires applicable employers to provide 
advanced notification of a plant closure or mass layoff. This applies to employers with 75 or more full-time workers. 

• Definition of “Mass Layoff" triggering notice requirements: 
o 25 or more full-time employees are laid off, and they constitute one-third or more of the full-time 

employees at the site, OR 
o 250 or more full-time employees are laid off at a single site. 

• Definition of “Plant Closure" triggering notice requirements: 
o Closure of a site that employs 50 or more employees, impacting all workers. 

Illinois Worker Adjustment and Retraining Notification (WARN) Act. 
 

What the Notice must Contain: 
• The name and address of the employment site(s) where the plant closing or mass layoff will occur. 
• Whether the planned action is expected to be permanent or temporary and if the entire plant is to be closed—a 

statement to that effect. 
• The expected date of the first separation, and the anticipated schedule for making separations. 
• The job titles of positions to be affected, and the number of affected employees in each job classification (for 

multiple sites, provide a list per site). 
• A statement as to the existence of any applicable bumping rights. 
• The name of each union representing the affected employees, and the name and address of the chief elected 

officer of each union—if none exist, so state; and 
• The name and telephone number of a company official to contact for further information. 

Also, please include the employer's Federal Identification Number, or FEIN, for the dislocating company on all WARN 
correspondence. 

Illinois WARN Requirements 
• Option 1: Submit using an Illinois WorkNet Account Login 

o Create or use an existing Illinois WorkNet account and login to submit a WARN through the 
Illinois WorkNet WARN Portal. An account is recommended if you plan to submit multiple WARN notices 
or need to file a supplemental notice for an existing layoff. 

• Option 2: Submit as a Guest 
o Submit a WARN through the Illinois WorkNet WARN Portal. 
o No account is required, but without signing in, you cannot view past submissions. 
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Option 1 
Create an Illinois workNet Account 
An Illinois workNet account is required to 
submit an Online WARN. At the top of the 
screen click Sign Up or Login with an existing 
Illinois workNet account.  
 
Sign Up for an Illinois workNet Account 
Sign Up is simple. Illinois workNet requires:  

• First name 
• Last name 
• Date of birth 
• Email address 
• Select a secret question 
• Enter an answer to the question 
• Create a User Name 
• Enter a password  
• Confirm the password 
• Check the box to Accept Agreement 
• Click the Submit button 

 
 

Submitting an ONLINE WARN report 
From the Layoff 
Assistance for 
Employers page, find 
the section to Submit 
an online WARN 
 
Click Here. 
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Online WARN Information 
The online WARN submission requires the same 
information an employer would submit by email or letter. 
The user is able to select whether they submit as a logged 
in user or as a guest. 
 
 
 
 
 
 
 
 
 
 
 

Landing Page – Option 1 
All logged-in users land on the Online 
WARN Submission page. If the user has an 
Illinois workNet Account, some of the 
information will be auto populated. 
Click the button  Create a new WARN 
If you are a representative of multiple 
companies, when clicking the link to submit 
an Online WARN, the page may look like 
this.  
 
 
 

Create New WARN – Contact Page 
Option 1 
Some of the logged-in user information will be auto 
populated from the Illinois workNet account on file. 

Option 2 
The user will complete all required fields on the 
contact page form. 
 
Additional contacts for the layoff should be added 
to this page.  
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Company Search 

 
Use the Dun and Bradstreet (D&B) search to find the company for which the layoff is being submitted. 
The fewer parameters entered in the box will yield the highest results for the list from which to select. 
 
Click Select 
 
 
 
 
 
 
 
 
 
 
A modal will open, if the information is correct, select “Confirm and 
Continue” 
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If the company is not found, the 
user can click Reset and an option 
to manually enter the organization 
is opened. 
 
 
 
 
 
 
Fill in the details that you have. 
Required fields are marked with a 
red asterisk. 
Click Save and Continue 
 
 
 
 
 
 
 

Layoff Details 
 
• Enter the number of full-time 

employees at the layoff location. 
Enter the total number of layoffs 
expected. 

• Select a reason for the layoff. 
• Enter the initial date of the layoff. 
• Enter Yes/No is the layoff related 

to energy sector. 
• Select all that apply for the cause 

of the layoff. 
• Click save and continue 
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Narrative and 
Documentation  

Enter text to delineate the details 
of the layoff without including 
Personally Identifiable 
Information (PII) about the 
impacted workers. 
 
Select a file to upload. Should be 
.doc, .xls, .pdf 
 
Click Save and Continue. 
 
 

Layoff Schedule 
 
The date of the initial layoff is added from the Layoff Details page. If there are additional dates when layoffs will occur, 
enter those now. Adjust the count of the number of total layoffs to be consistent with the original number. 
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Submit the WARN 
 
Review the information entered. 
Print the submission if needed. A print modal 
opens. 
Submit the Online WARN. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When complete, click the link to return to the list of submissions (if logged in) or to return to the Layoff for Employers 
page. 

Post Submission 
After user submits the WARN, all contacts on the 
submission will receive an email confirming the 
submission. 
Within 10 business days user will receive 
communication from a Rapid Response 
representative to confirm the information in the 
submission. 
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