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employer name in the plan title for easy identification. Grantees' primary contact is responsible for
completing the IWTS plans, emplayes infarmation, and quarterly reparts,

lllinois Talent Pipeline Partner Guide »

s Find information about the lllinois Talent

Pipeline Grant, Archived Webin
Materials, FAQS, Updates and more.




IWTS: RESOURCES

Incumbent Worker Training System (IWTS) Guide:
https://www.illinoisworknet.com/partners/programs/pages/Incumbent-Worker-
Tracking.aspx/

From the IWTS Guide you can access:

 |WTS Updates

* FAQs

e Archived Training Videos

e Getting Started with IWTS:
https://www.illinoisworknet.com/partners/programs/Pages/IWTS CompletingPlans.a
SpX

* Link to Access the Incumbent worker Training System: https://apps.il-work-
net.com/wnTools/IWTS/



https://www.illinoisworknet.com/partners/programs/pages/Incumbent-Worker-Tracking.aspx/
https://www.illinoisworknet.com/partners/programs/Pages/IWTS_CompletingPlans.aspx
https://apps.il-work-net.com/wnTools/IWTS/

IWTS: PROJECT PLAN STATUS

Type of
Grant/
Action

that
Changes
Status
Non-
Formula
Grants

DCEO

Grantee

Grantee

Grantee

Grantee

Grantee

uonesyied
10} 31sonbay

YUM pPamMaIndy
03} 1sanbay

DCEO DCEO Grantee or
DCEO

DCEO DCEO Grantee or
DCEO

p219|dwo)

IWTS

IWTS

paj|2aue)

DCEO

DCEO

s}o0day ssa%y

Grantee and
DCEO

Grantee and
DCEO



Definitions

Initiated — DCEO staff person completed the required fields (i.e. IWDS grant selected, grantee organization selected or added and grantee
contact with email address) and clicked to notify the grantee to submit the training project plan. Any LWIAs with incumbent worker training
funds included with their formula grants can initiate training project plans.

In Process — Non-formula funds grantee is responding to a DCEO initiated request to complete a project plan. They have entered some
information and saved it but have not submitted it to DCEO for review. For formula-funds grantees, the LWIA/LWIB is in process of setting up a
project plan; they saved it, but have not submitted it to DCEO for review.

Submitted — Grantees (both formula and non-formula) have submitted a training project plan for DCEO to review. Grantees await a DCEO
response at this point before proceeding with the project.

Reviewed with Request for Clarification — DCEO staff reviewed a submitted project plan and need further information or correction made prior
to the grantee proceeding with the project.

Accepted — DCEO staff reviewed and accepted a project plan, including plans that were resubmitted after a request for clarification. Once
accepted, the project plan fields are locked down so grantees cannot modify the plan. The grantees may continue to add employers, training
programs, and other information, but they cannot alter a previously submitted plan. However, DCEO can change any plan after it is approved.

Request to Modify — If a change to a locked down training plan needs to be made by a grantee, they will submit a Request to Modify. DCEO will
approve or deny the request. If approved, the grantee can make modification, if not, the training plan remains locked down.

Completed — The “final” quarterly report has been submitted.

Cancelled — The training plan cannot proceed, it is cancelled. Once a plan is submitted, only DCEO may delete cancelled plans.



Project Mavigator Menu

Grant |nformation

IWTS: PROJECT NAVIGATOR MENU e

Layof Aversion

Project Industries

Each project plan has a “Project Navigator Menu” at the ———
top left corner of the plan. Use this menu to access all Tard-io-Serve Groups -
information available about a plan. Project Credentials

Project Secbors

. . Employes Cecupations

Employers

Training Courses

The menu has four sections: |
1. Project Plan Screens _

2. Review and Submit Project Plan Add Employees
3. Add Employees and Course Registration E“‘“EE Registiabon
eports
4. Plan Reports, Current Quarterly Report, and Project Complzt Current Quartarly
. . epart
History & Actions e




IWTS: SUBMIT YOUR INCUMBENT WORKER TRAINING PROJECT PLAN
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IWTS: GETTING STARTED

Users must have an lllinois workNet account that has been granted access to the IWTS system.
* To gain access to the IWTS system email info@illinoisworknet.com

[
ILLINOIS\ : s IWTS
.‘ WO rkNet Incumbent Worker
® CENJER Tracking System
amerlc?\]'obcenter'
STEP ONE STEP TWO STEP THREE
Goto Go to My Dashboard and Locate and select Incumbent
www.illinoisworknet.com select Partner Tools. Worker Training System (IWTS).

and log into your lllinois
workNet account.

https://www.illinoisworknet.com/partners/Pages/Customer-Support-Center.aspx



http://www.illinoisworknet.com/
https://www.illinoisworknet.com/partners/Pages/Customer-Support-Center.aspx
mailto:info@illinoisworknet.com

IWTS: HOW TO COMPLETE AN IWTS PLAN EioiEe AR e

Grant Information

Project Detail

Layoff Aversi
Plans are completed following the order of the “Project Navigator ot il

Project Industries

Menu.” Grantee Information

Hard-to-Serve Groups
To submit a plan for review by DCEO, a grantee completes everything Project Credentials
up to and including “Submit Plan.” Project Sectors

Employee Occupations

Occupation Upgrades

Employers

Training Courses

Add Employees

Course Registration
Reports/Queries

Complete Current Quarterly
Report

Project History & Actions




IWTS: BUILDING A PLAN

With every screen you will always do one of these to save your work:

“Select Checked

Add,” will add the ltems,” will add all

items you selected to

the plan. items you check to

the plan.

* Asyou Save, you’ll know your work saved if you see a green message indicating success. If you see a red
message, make the corrections listed and save your corrections.

* Asyou Add or Select, you’ll see the items listed at the top of the page.

* You can select “Review Plan” as you go if you want reassurance.

* To move on to the next screen, you can click “Next” or use the “Project Navigator Menu”.

* In the top right corner of the plan, you will always see the most current status for the plan.



IWTS: PROJECT PLAN

*  LWIAs using Formula Grant funds, select
“Add New Project Plan.”

* All other grant recipients see the plan
template already provided to them by
DCEO. Click “Select.”

*  When the plan is initiated DCEO will
identify at least one primary contact to
complete the project plan. The primary
contact will be sent an email by the
IWTS with instructions to get started
with the plan.

*  You will either:
1. Select your plan from the list
OR
2. Click Add New Project Plan

Incumbent Training Projects Search

Add Mew Project Plan

Project Number

Go To Project Mumber
alact a Statue [Select 5 Siatus type v
Select 8 Grantee [Szlzct 5 project organization L
Select a Sector [Selzct 3 Seciortype v

Select a Grantes LWLA [Selzct an LWIA v
selact & Grant LWL [Select an LWIA Li
Projsct TyPE ) Formula © Non-Formula ® Both

Iz Gresn Initiative © yg O Yes & Both

Keywaord filter

DEERREl 1 2 3 5 5 6 7 B 9 10 20 80 Mext LastPage GoTo Page Size [25 v
Grant Grantes Grant#  Project Project Tifie/Grantes
#

Lwia Lwia

Select Review 15 o 15681015 34 **“TEST Project for workNet testing *** ==> SQL04 Submitted No 2015- 2018-
H y Formula SIUC-Lincoln Land College TM0/2018 0701 08-20
AE TC 6:25:31 PM



IWTS: PROJECT PLAN

Additional Actions: Incumbent Training Projects Search
* Click “Select” to go to a plan’s entry

screens. R o —
* Click “History” to see the plan’s

time“ne- Select a Sector [Salzct

Selecta Grantes LWLA [Selzct

* Click “Review” to see all of the plan. soct G 9 (SEEoR TH—¥

Projsct TYpe O Fgrmula © Non-Formula ® Both

Iz Gresn Initiative © Mg © Yes ® Bath

Keywaord filtsr

Access:
* Grantees only see their plan(s).
* DCEO staff see all plans.

Papge 38 (25 ¥

£ 5678 04020 80 Mest LastPage GoTo

Grant Grantee Grant#  Project Project TierGranies
Lwia Lwia #

Submitted No -
T110/2018 0701 08-30
6:25:31 PM

15681015 34 **TEST Project for workMet testing *** ==
Formiula SIUC-Lincoln Land College




IWTS: GRANT INFORMATION

This is pre-filled for all grants except LWIA Formula Grants.

*  For LWIA Formula Grants:

° Grant Number Project Navigator Menu
* Grant Type
e Search and Select Current Project Grant

IWDS Grant Search

Grant P8 O Formula ® Mon-Formula O Both
Search Resst

Fage Slze |15

Searches grants in
IWDS and fills in

information exactly

Mext

as in IWDS.




Project Details

_ Projact Humber 34
IWTS: P ROJ ECT D ETAI LS 1/ Titie* [«==TEST Project for workNet testing = === SQOL04

Praject Grant Carser Link

i Dascripllon
» . s I I VR =Ell=| = % s | o | D Q

* Project Number — Assigned by IWTS.
. This project will provide very useful training for the employess of the parner
| Tite g
* Project Grant — From first screen.
* Description
* DCEO Project Contact
* Status — Automatically changes.

Grantes S|UC-Lincoln Land College

* Accepted Date —fills automatically IS ]
when DCEO accepts the project. s Sbm“‘ = .

* Project Start Date U ccoptea Date Afar 05,2015

* Project End Date b Projsct start st 712018

* Is Green Initiative b profest Ena o 8302018

i1z Gresn Initiative O Yes ® No

* Does this project have occupation et oo Fom
UpgradeS? i/ Dosa tnie projact & yes O Nog

have occupation
Upgradas?




IWTS: PROJECT DETAILS CONTINUED

* Incumbent Worker Grant
Amount

* Project Cost

* Costs on other projects —
IWTS fills this in.

* Balance — IWTS calculates
this.

* Funds Use

* Needs and Benefits

* Click “Save.”
e Click “Next.”

i Incumbent wor
nnnnnnnnnnn
i Frojsct C
n other projests
aaaaaa
iy Fu
i) Nseds and Bensfis

ot $1,000.00 Updatz Costs
576.00

Bl I|u| & == | 2e)| | % K| w|D| C

There is dire need and a5 a censequence grest benefit to the arza
participants.

Created: 3/21/2010 - Micha=l Parsons.
Last Updated: 7/10/2018 - Michael Parsons

Save Delate

revious




IWTS: LAYOFF AVERSION

Select from pre-defined at risk indicators and enter an
additional description in the text box.

Project Mavigator Menu

Previeus Next
Layoff Aversion
J Click here for instructions on completing the Layoff Aversion page
Actione 1] At Rigk Indicafor Indicator Infermation
[ i " ” Add 1 ] i
Ic . ! =clining Sales
Add 2 Supply Chain lssues
: “" ”n stry I
° CI |Ck N ext Add 3 Adverse Industry Market Trends
° Add 4 Changes in Management Philosophy or Ownership
Add 5 Worker Does Mot Have In-Dermsnd Skills
Edit ] Strong Possibility of 3 Job if Warker Attains Mew Skills adding a risk in IES
Deletz
Edit T Orther "At-Risk” Indicaters Describe the risk. At risk indicators with descriptions can be added after 3 project
Deletz has been accepted.

Previaus Next




IWTS: PROJECT INDUSTRIES

Select from NAICS categories to select all codes that apply.

e Click “Select Checked Items.”

Click “Next.”

Search and Select Additional Codes

Salact a Malce Category |Select a MNaics Category v

LEITLT R T Select a Naics Gategory

Search and Select Additional Codes

select a Nalkos Category [22 - Wholesale Trade v]

Search Reset

L] Coda Titia
423 Merchant Wholesalers, Durable Goods
424 Merchant Wholesalers, Mondurable Goods
435

Elzctronic Marksts and Apents/Broksrs

Previous MNext




IWTS: GRANTEE INFORMATION

Identify grantee organization information:

Is this Organization an employer
Name

Street Address

City

State

Zip Code

Phone

Fax

Agency Type

Employer Industry

FEIN

Ul Account Number

Is this location a worksite

Contacts || ok saets)

Add/Edit Grantee
J¥Why can't | edit locked fislds?
Complete all required fizlds below, and then click Save.
Recordid 2
i/ 12 thiz Organization an employsr =
= Yes O No

Wame*: [S1UG-Lincoln Land College E
Streat Addresse: |5250 Shepard Rd |ﬁ
Strest Aodrsas 2: | | a

City~: N
statse: a
ZIP Cods: a

Frones [317-111.2222 | Ext: |
Phone must be In
format #is- i -wass.

Fax must be In format

E Rt

agency Type* [llinis workNet Center v

i Emplayer Incustry {select all tnat apply):
Beverape & Tobacco Product Manufacturing

Textile Product Mills
Federal EmployerID [13 2233222
Numper [FEINY: FEIN
must be In the format
d=-gaaas
Ul Azcount Humbsr: Ul [g3g375-1

Account Humber muat
be In the format
MRS Or SIS

d s tnie location 2 @ yeg O No
Work Sie:




IWTS: GRANTEE INFORMATION

* Owner’s Ethnicity

e Dollar amount contributed by
employer

* How the employer match will be
provided

e Enter the Total Number of
employees at this location

e Enter the total number of
employees at this location that
will receive training

* Provide a meaningful description
of the impact of this training at
this job site.

* Click “Save.”

Qwmer's ENISY [ White Black
(Chack sl that pply)=
{Ghack ail that zpply) Hispanic American Indian or Alaskan Native
Asian # Prefer not to answer

Hawaiian or Pacific Island © Female Owned

/) Enter the match 32 8 dollsr smount contributad by tha amplayer (or lsava 28 0.00 If thers 1s no match amount]*:

iy How the smplayer matsh will bs provided::

Bl ||| | =|=|=| % | ¥ | 2D|C

Jy Enter the total number of smployses at thie location®:

Enter the total number of smployees at thle locatian that will recalve training*:

3y Provige 8 meaningful description of the Impact of thia training at this Job efte*:

Bl |v|*s| | =E|=|=y| %X | @>|D|C

impact

History Created: 3/31/2010 - Michael Parsons
Last Updated- 6/13/2018 - Michael Parsons




IWTS: GRANTEE INFORMATION

Identify the primary and secondary grantee contacts. Primary contacts receive emails from
the system.

Frojest Navigator Menu L

Previous

Organization Contacts Wark Sitz(s)

{/Review the grantee organization and Contacts
Add/Edit Contact

CUMENt Organization: SIUGC-Lincoin Land Coliege 24 ID: o

Pt
Organization Werk Sitels) sty e
Contact Type:

Emall sddrese: |

Contact List

{yGrantee Contadt Instructions

m Cancel Add New Person

Add a New Contact

A58 3 new cantast by zesrching fo 2n exsing ascsunt (rssefmendsd) or by 535 2 new parsan. Graanzstion Wark Sieis)

Search for Existing Person Add New Person

Found 1 records.

rege s 150 | Search for Contact

Select Remove Parsons, Michael primary mparsons@siucewd. com ‘Search for an existing accounting using 3 first name. last name. email address. or parts of an email address (ex: johnSmith@).

Refeh sesren for |

Search Closz S=arch

Frevious




IWTS: HARD-TO-SERVE GROUPS

Select all applicable hard-to-serve groups for employees who will get training from this
project.

H “" ”n
’ CIECk Save Checked Items. Required if any of these groups are applicable.
* Click “Next.”

Previous Mext
4/Click for instructions on completing the Hard-To-3amve Fage

Existing Project Hard-to-Serve Groups
Currently there have been no records selecied for the project
Select Additional Codes
(] Code Tiile

1 Dizabilities

2 Ex-Offenders

3 Low Incoms

4 Mincrities

5 Weterans

G Youth

Previous Next




IWTS: PROJECT SECTORS

Select Sectors.

Click “Save Checked Items.”
Click “Next.”

Project Navigator Menu

4/ Click for instruct

s on completing the Project Sectors Page

Existing Project Sectors

Currently there have been no records selected for the project

Select Additional

Code

L T T A

o

10

w

14
15
18

Codes

Tiile

Agriculture, Food and Matural Resources
Architzcture and Construction

Arts, AN Technology and Communications.
Business, Management and Administration
Education and Training

Finance

Gowemment and Publc Administration
Health Science

Hospitakity and Tourism

Human Sarvices

Information Technology

Law, Public Safety and Security
Manufacturing

Marksting, Sales and Senvice

Science, Technology, Engineering. Energy, and Mathematics

Transpenation, Distribution and Logistics

Previous

Pags Slza |25

Previous

Next

Next




IWTS: EMPLOYEE OCCUPATIONS

Select all employee occupations for all employees to get training.
e Click “Select Checked Items.”

H a“ 1/ Search and Select Additional Codes
* Click “Next.

Select an Occupation [Business and Financial Operations Occupations | 13-0000 ¥

Category

Search and Select Additional Codes Heywors et :l

Search Reset

Keyword filter

g Occupations (17-0000 ) 12
s, Design, Entersinment, Spors, ana Mesia Occupatens ( 27-0000) T Titie
13-0000 Business and Financial Operations Occupations
Builing and Grouras Gleaning ana Mantenance Oceupations | 7900
13-1011 Agents and Business Managers of Artists, Performers, and Athletes
Business ans Finandial Operatons Occupations (13-0000)
13-1021 Buyers and Purchasing Agents, Farm Products
Communiy and Social Senvce Occupatons 21200 )
13-1022 Wholesale and Retail Buyers, Except Farm Products
omputer and Nathemaical Qocugatrs { 18.0000) . .
13-1023 Purchasing Agents, Except Wholesale, Retail, and Farm Products
Cosirucion and Exraction Occipatons { 7-0000) 13-1031 Claims Adjusters, Examiners, and Investigators
Education, Trining, and Liary Occupations (260000 13-1032 Insurance Appraizers, Auts Damags
Farming, Fishing. and Forestry Gecupstions ( 45-0000 ) 13-1041 Compliance Officers
Food Preparation and Serving Relsted Dccupations (35-0000 ) 13-1051 Cost Estimators
Heattcare Fractoners an Techrica Occuptons (280000 131071 Human Rescurces Specislists
31074 Laf
Hesihcare Suppon Gecupstions (310000} A Pl T B EE e
13-1075 Labor Relations Specialists
Instalzion, Mainienzree, and Regair Occupsions (48-0000)
13-1078 Human Resources, Labor ions, And Training islizts, AN Other
Legal Qccupations (250000
13-1081 Logisticians
L, Physical, nd Social Sierca Geougations ( 19-0000 ) 1 e mr R
Managament Occupatons { 11.0000) . - =
< st 13-1121 Meeting, Convention, and Event Planners
Wity SpacifOccupations 550000 ) 131131 e
Office and Administrative Support Occupations ( 43-0000 ) 13-1141 Compensation, Benefits, and Job Analysis Specialists

Fersons Gare 2nd Servie Geeupstions | 38-0000) 13-1151 Training and Development Speciaksts




IWTS: OCCUPATION UPGRADES

In the Project Detail section, if the answer to the question “Does this project have
occupation upgrades?” is yes, select all applicable occupations.

* Click “Save Checked Items.”
¢ CI iCk ”N eXt‘”Search and Select Additional Codes

Selact an Gcupation (Salest a7 Oscugaton Catezon v Search and Select Additional Codes
Catsgory N
Select an i
Keyword fitter ErE R R sslsctan Occupstion [Bysingss 3nd Finzncial Cperations Uccupabons (130000 ¥
Category
Architcturs and Enginesring Occupations { 17-0000 ) Keyword fitsr
" B N N Search Rese
Ans, Design. Entertainment. Sports, and Medis Occupations ( 27-0000 )
Save Checked Page 8ize (25 v
Building and Grounds Cleaning and Maintenance Occupations | 37-0000 ) 12
Business and Financial Gperations Oocupatians { 13-0000) 13-0000 Busingss and Finzncial Cperstions Occupations.
13-1011 Agents 3nd Busingss Manzgers of Artists, Parformars, and Athistes
Community snd Socizl Sarvice Cocupations { 21-0000 )
13-1021 Buyers and Purchasing Agents, Farm Products
21 \Wholzzzle 3nd Satal Buy s e
Computer snd Nathemsics! Qeaupations | 13-0000) 13-1022 Vholesaie and Retail Buyars, Excapt Farm Froduct
13-1023 Purchasing Agents, Except Wholesale. Retail. and Farm Products.
Construction and Extraction Cecupstions | 47-0000 ) 13-1031 Claims Adjusters, Examiners, 3nd Investigators
13-1032 Insurance Appraisers. Auto Damage
Education, Training, and Library Gecupations { 25-0000 ) 131041 Compliance Officers
13-1051 Cost Estimators
Farming, Fishing, and Forestry Occupations { 45-0000 ) 121071 Fuman Resources Specisisis
13-1074 Farm Labor Contractors
Food Preparation and Serving Related Occupations ( 35-0000 )
13-1075 Labor Relations Specialists.
- N N - 13-1078 H Res, =s_Labor Relstions, And T ialists, AN Othe
Healtheare Fractiioners and Technizal Geoupations [ 28-0000 ) uman Resources, Lahar Relstians, And lrsining Spectaists, =
13-1081 Logisticians
Healthcare Support Cccupstions ( 31-0000 ) 131111 Managzment Anzlysts
13-1121 Meeting, Convention, and Event Plannars
Installation, Maintenance, and Repair Oceupstions ( 40-0000 )
Legal Occupations { 23-0000 )




IWTS: EMPLOYERS

Enter information about each

employer:

* Name

e Street Address

* City

* State

e Zip Code

* Phone

* Fax

* Agency Type
 Employer Industry
* FEIN

e Ul Account Number

e |s this location a worksite

Cnganization List Contacis Work Site(s)

Add/Edit Employers

JWhy can't | edit locked fields?
Complete all required fizlds below, and then click Save.

Record Id 2
Hame®: |S IUC-Lincoln Land College: | a
Strast Addresze: |52505h2par\:| &d | A

Strest Aodrees 20 |

o 8
Statee: a

Fnone®: (5171112222 | Ext: |
Phone must ba In

format &8s sas-aas.

Fax must be In format

HEE-RED-HEEE.

agency Type* [lllineis workNet Center T

) Employer induetry {select all that appiy)™

| &

Beverape & Tobacco Product Manufacturing
Food Manufacturing
# Rail Transportation
Textile Mills
Textile Product Mills
Federal Emplayer ID (112272722
Numbsr [FEIN|*: FEIN
must be In the format
E-gEaREEd

Ul &zcount Humber: Ul
Account Number must
be In the format
SEEREREE OT BREREES

Juls fnie locstion 2 @ yas O No
Work it




IWTS: EMPLOYERS

* Owner’s Ethnicity A —

(Gnsck 3l nat PR n anie American Indian or Alaskan Native

Asian ¥ Prefer not to answer

e Dollar amount contributed by oo o e et o owes

J/ Enter the match a3 8 doller smount contributsd by the smployer jor lsave 28 0.00 It thers 12 no match amountjs:

employer

i How tha smployer match will bs provideds:

B|I| U= = = =- % ¥ D C

* How the employer match will be
provided

e Enter the Total Number of
employees at this location e g

* Enter the total number of e
employees at this location that
will receive training

* Provide a meaningful description
of the impact of this training at
this job site B

e Click “Save.”

i

| [a][x]e][o]c




IWTS: EMPLOYER

Identify the primary and secondary employer contacts.

Frojest Navigator Menu

Organization Contacts Wark Sitz(s)

Add/Edit Contact

1 d ;o

Firet {givan) Namee: l:l
Last {family) Hams*: l:l

Contact Type*:

E-mall sddrese:

m Cancel Add New Person

Organzaon Work Sl

Previous
\P/Review the grantee organization and Contacts
‘Current Organization: S/UG-Lincoin Land CONEg\E
Organization Contzcts. Work Sita(s)
Contact List
JyGrantee Contact Instructi
Add a New Contact
Add a new contact by searching for an existing account g mended) or by adding a new person.
Search for Existing Person Add New Person
Found 1 records.
Fage 8lzs [15
Select Farzons, Michaal primary mearsons@siucowd.com
Refresh
Previous

Search for Contact

‘Search for an existing accounting using 3 first name. lsst name. email address. or parts of an email address (ex: johnSmith@").

sazrch fors: |

Search Closz S=arch




IWTS: EMPLOYER

Enter all work sites for each employer:

*  Name

e Street Address

* C(City

* State

* Zip Code

* Phone

* Fax

* Agency Type

* Enter the total number of employees at this
location

* Enter the total number of employees at this
location that will receive training

* Provide a meaningful description of the impact
of the training at this job site

* Click “Save.”
 Click “Next.”

Organzaton st || Organiaton m

Add/Edit Work Site

(/Worksite Instructions.

select & work site*: [SIUC worksite - Springfieid hd

Add New Warksite

Compglete all required fields below, and then click Save.

Record ld 5337
NEmE™: [SIUC worksie ]

straat AQaress": (5350 Shepard A |
strost Addreas 2: |

City": [Springfield
ZIF Code™: 53703 5420
s maseen 1

format #8548 4548,

Fax must be In formst

#Eaa s
agency Typs* [Cemmunily Bas:

(i Enter ne total number of smplayees at tnie location™:

Enter ine total number of smployees st inie location that will recsive training:
3

i Provits 3 masningtul description of ths Impact of this training at tnia [ob aita*:

plrjv|s||=ls=-|[a]x]e

tod some day

Higtory Created: 7/7)

Last Updated: 77,

ext




IWTS: EMPLOYERS

All employers will save to the Organization List

Organization List

Project Employers

Select

Remave

NamelAddress

Typ=

Select

Remove

145

Bloomington Housing Authority
104 E. Wood
Bloomington, IL 61701-6791

Employer

Select

Remove

245

llEncis Manufacturers” Associston
220 East Adams 5t
Springfield, IL 62701-8401

Employer

Select

SIUC-Lincoln Land Collzge
5250 Shepard Rd
Springfield, IL §2703-5454

Both

Reminder: Additional employers must be added 1o a new project, not to an
existing project. Ses help at the top of the page.

Previous

Mext




IWTS: TRAINING COURSES

Enter training course information:

* Title, Description, Provider Name

e Course Credentials

e Classification of Instructional Programs (CIP)

Course Parts Credentials for this Course
[step 2 - course | ik for ins

Previous Hext Sty

e Click “Save.”
* Click “Save Checked Items.”

(Ster 3 - Couree 19 Dotaits

= Froject Employers Page - updaied

Remove Coda Tihe
Re

(324 - Course sessions

& Cartficate of Completion

s (25 v Select Additional Codes
soioct Courso 18 ‘Courso Tl m Page szs [ -
Seect 145 A 5e5ana course for s project (9)
Select 133 new course tile (1) [ ] Code e
Selact i Spacializad Equipment Traiing (0} 3 Industry Recognied Gredeatial

he main course {8)

A second course for this project

Course Parts CIP Codes for this Course

Course Parts Course

nifying C

Step 2 - Course Credentials ‘Coures T (4 sgcond course for this project
Step 3 - Course CIP Details. [Course provid:

A shart deseription for this course

Existing Course CIP Codes

Tito

Remowe 110029 Computer and Information Sciences and Support Services, Other
Ay mstuctanal program in computer and nformaton SE&nces and SUPRST SENIESE 1o
fated above
History Grestes: 572010 - Michael Parsans Search and Select Additional Codes
Last Updated: 2242015 - Michael Farsons
o [ Mo Conree Setsct CiP Famiy [Saisat 3 GFF Famiy v
— Keyward fiiter
Previous Nest Search || Resst

Paga size 25 v




IWTS: TRAINING COURSES

Classification of Instructional Programs (CIP)

* Click “Save Checked Items.”

Search and Select Additional Codes

Select a CIF Family | Agriculiure, Agriculiure Operations. and Related Sciences. ¥

Keyword filter | |

Search Resef

Save Checked Items Page Size

123
W Code Title

01.0102 Agribusiness/Agricultural Business Operations.
A program that prepares individuals to manage agricultural businesses and
agriculturally related operations within diversified corporations. Includes instruction
in agriculture, agricultural specialization, business management, accounting,
finance, marketing, planning, human resources management, and other
managerial respongibilities.

01.0599 Agricultural and Domestic Animal Services, Other.
Any instructional program in agricultural and domestic animal services not listed
above.

01.0801 Agricultural and Extension Education Services.
A& program that prepares individuals to provide referral, consulting, technical
assistance, and educational services to gardenars, farmears, ranchers,
agribusinesses, and other organizatiens. Includes instruction in basic agricultural
sciences, agricultural business operafions, pest control, adult education methods,
public relations, applicable state laws and regulations, and communication skills.

01.0401 Agricultural and Feocd Products Processing.
A program that prepares individuals to receive, inspect, store, process, and
package agriculfural products in the form of human food consumables, animal or
plant food, or other industrial products. Includes instruction in the nutrient and
industrial properties of various agriculiural producis; legistics and storage
procedures; chemical and mechanical processing operations; packaging; safety
and health requirements; and related technical and business principles.

01.1104 Agricultural and Horticultural Plant Breeding.
A program that focuses on the application of genetics and genetic engineering to
the improvement of agricultural plant health, the development of new plant
varieties, and the selective improvement of agriculiural plant populatiens. Includes
instruction in genetics, genetic engineering, population genetics, agronomy, plant
protection, and bictechnology.




IWTS: TRAINING COU RSES |CDUFSBF'EHS ourS_eSesios

For every training course, identify every
session’s:
* Start Date

* End Date ——

e Session Title

* |nstructor Information

* Location Information _
o :

EXAMPLE — If a session is offered over ;.K,'E

three separate time frames, enter each e |

session’s information. — S

Aderwan” 2450 Foundaten Dr

|
|
* Click “Save.” :
e Click “Next.”




IWTS: REVIEW PLAN

Generate the entire plan and print it.
* Scroll down to see if there are any errors.
* You can print it on paper or print it to a PDF file.

[Project Detals ] S—

Project Sectol

Project Hard to Serve Groups




IWTS: SUBMIT PLAN TO DCEO

Grantee clicks “Submit Plan” and is presented with a confirmation screen.
On submit, DCEO contact is emailed and status changes to “Submitted.”




IWTS: ADD EMPLOYEES

ILLINOIS
worklet

america njobcenter




IWTS: ADD EMPLOYEES WHO ARE RECEIVING TRAINING

Add employees after your plan is “Accepted.” There are two options for how you add

employees:
I

e Enter each employee one at a time.

I

e Bulk upload multiple employees.

Either way, add all of the employees at one time or continuously add employees who will
receive training as those employees are identified.



Employer: lllincis Manufacturers' Association Select Add next

Worksite: lllinois Manufacturers' Association

IWTS: OPTION 1 MANUAL ENTRY | | to individual that

et | | . A
S | sy prm—— displays in list.

Click “Save”

1. Select the employer and worksite.

2. Search for existing employees or add
new. Add/Edit Employee

wo: o

e —
* Check box if adding

=] I multiple employees.
P S Click “Save.”
T * Click “Add New

Froject Navigalor Many

WHalp for adding and mansging Empkyeas

Employee List
Step 1 - Select Employer and Work Site

\pEmpioyes Insructions

14
— |
werk sotwa: [Tz MLt asaatn Y | -0 L&l Person'
. . - == Bnlecl = ¥
Step 2 - Optionally Filter Existing Employees N R
Writnlrty Catwgory™: [= Skl == Y]
b © iy thecs wein an oseupeticn st L wnite Blaok
e N & Onty s wih HO oompaion Hispanie Amariosn Indlan ar Alsckan Natue
# &l Employses Aslan Prefer nat bo ancaer

Fultar Exting aceie Sy Raywerd:

1

Hawallan or Paoifin |cland

" Y

Zaarch Emgizyes Uocupsten:
Wl Iramng Upds O Mg O Yag
crupston
Add a New Employee Upgrade C (Eing o o Cemmalen il
A & naw Bmpicyes]s) by saarching (M) for o custing parsan By SSN (ax. fnf a previcus prijact], by 2ading 2 new pa 7 uploading an amloye i
Add uzisting persun by SS8 (from a previous project for tis
usnplayur} Cheok this box If you sre gaing fa sdd mutiple smployssc jor 2dd & new ampiloy ss after caving the currsnt smployes)

[med naw parsan

m Cancal Addd M Prrsan

[upinad vour Emplayss Fike .




IWTS: OPTION 2 BULK UPLOAD

If you bulk upload employees there will be two steps:

Step 1 Step 2
e Complete the bulk e |dentify each

upload Employee
Occupation.




IWTS: OPTION 2 BULK UPLOAD
Step 1: Complete the bulk upload; get sample files from the IWTS Guide.

1. Create an xml, excel, or csv file of your employee records.
2. Each record MUST include the following fields:
(for csv & excel files use field name headers)
* ssn
* firstName
* lastName
* zipCode
* birthDate
* ethnicity
* militaryStatus
» disabilityStatus
* disabilityCategory
* gender
Click "Upload Excel, CSV or XML File" button.
Browse computer and select file for upload and click "Open*.
Click "Upload File" button.
Click "View Data" button to verify data is correct.
Click "Import Data" button.
Take note of system status. It will alert you to any errors and number of records imported.
. Close window.
10. Click "Refresh" button on Employee screen.

©RNOU AW



IWTS: OPTION 2 BULK UPLOAD

Step 2: Identify each Employee Occupation.
e Click “Update Checked Items.”

L piazs Updates of Employee Occupation

Employee Occupation®: |[ERHER T SN Er IR A

Will Training Update @ Mg ) Yes
Oooupation

Upgrade Occupation: |Select an Upgrade Occupation bl
Close Panel

Update Checked Items

Employee Occcupation will

Training

Update Dee.
[ |Select [Remove [customerd814, worknet

O |Select |[Remove military0428a, test Aircraft Structure, Surfaces, [Yes
Rigging, and Systems
Assemblers (31-2011)

First-Line Supervisors of
Construction Trades and
Extraction Workers (47-1011)

O |5elect [Remove [Pesci, Joe Actors (27-2011) ES

Boilermakers (47-2011)




IWTS: ADD EMPLOYEES TO COURSE AND SESSIONS

.
ILLINOIS
.\.‘or!g\llélﬂe_t

america njobcenter




IWTS: COURSE REGISTRATION

This is where you will:
 Add employees to Course Sessions.
* Make corrections to remove employees from Course Sessions.

Only remove employees
from courses that were
mistakenly added, not
because they quit their job
or because they did not
complete the training.

If an employee does not
successfully complete the
training, you’ll indicate this
with the quarterly reports.




IWTS: COURSE REGISTRATION

Employees are added to courses.
This information should be added ongoing as it
OCCU rs. Step 1 Silil‘:ji\_cf__},u__'fiind Sesscn'

[ P v

Step 2. Select an Employer and Work Site

* Course and Session. T
* Select Employer.
* Select Worksite.
* Select those NOT in course. ey
* Select all employees to add to the course.

Emaeyes i

* Alternatively, if you’ve mistakenly added an
employee to the wrong course, select:
* Only those in the course.
* Select “Remove” adjacent to the
person.




IWTS: SUBMIT QUARTERLY REPORTS

.
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IWTS: SUBMIT QUARTERLY REPORT

Quarterly Reports are automatically generated for all “Accepted” projects.

* Access your current Quarterly Report any time from your “Project
Navigator Menu” or select “IWTS Quarterly Reports” from the left
navigation menu.

* An email will be sent to the grant recipient's primary contact when it’s due.

* The schedule is available from the Quarterly Report and the IWTS Guide.

To submit a final report,

Submit quarterly reports Submit every quarter You must answer “Yes”

1:or all plan”s that have an until the final report is to, “Is this the final
‘Accepted” status. due. ”
report?




IWTS: SUBMIT QUARTERLY REPORT

Each quarterly report has four sections that need to be
completed as seen with the tabs below:

IS."E 072013 (Submitted)

Search | Status Aepart | Workers Training Status | Workers Training Qutcome | Revies and Subimit

1. Status Report
2. Workers Training Search for Report

¥Click hers for Instructions

Status
3.  Workers Training Select a Grantee:

Outcome oA | S T .
4. Review and Search |

Submit Select & Project*:

Select & Project

Select a Report®: EI




IWTS: SUBMIT QUARTERLY REPORT

Complete all required information with “Status Report.”

A Quarter
= = g g = Progress®:
| Search | Status Aeport | Warkers Training Status | Workers Training Outcome | Review and Sunme
VO-8 RS B 7 yUEF B
Status Report 90 A LARB S B @ B L
duclick here for Instructions All completed.
Projectld 308
Report Period £/30/2013
Ending:
Id 835
Report Status: Submitted
IWDS Grant #: 12681007
Preparer Name: Amy Santscatering
Company Name: The Chicago Cook workforce Partnership
Training Name: 7 Mile Solutions-Integrated Management Systems
4/1s this the final ® Yes © No
report?4:
actua Com ot
Project*: =
Project Status*: G ot
A project Overview*: U Obstacles
= Description®:
= =
o=

vo- Q.a*

9 - e ¥ Un

Traming Plus me. System tramung for 7 Mile solutions.
the trammg feahured course work i IS0 9001, AS9100, ISO 13485 and FDA 21 CRRE2) and

# @ | Worcs: 30 Cheracers: 153
Outcomes Achieved*:
YO-&®RH B JUS
9g-r-pLBBRBOR e B S

The tramme was completed and 14 people attended and successfully completed.

=

a0

VO-8a®S B sy
N-C- 4 LDBARG SN S ’rt.

The culy obstacle was learning the reporting and tracking fimetion m Illinois Worket for
imcrmmbent working. We had some teclmically difficulty delaying some reporting.

# G, | worcs: M Craracers: 168
‘L Benefits
Description®:

YO-RE8 | B 5 ou iFEPES
9-0- 4 BRGSO e B

7 mile solutions anticipates greater efficiency and procuctivity will result from the trammg.




IWTS: SUBMIT QUARTERLY REPORT

For each course, select
each “Workers Training
Status”:
* Not Started
* In Progress
* Completed and
[credentials added
to the plan]
Earned
* Did not complete
requirements

* Click “Update Workers.”

6/30/2011 (In Progress)

\2zarch || Stalus Begorl || Workiers Traicing Stabus | SWorkers Training Outcome | Beview and Submil

Incumbent Workers Training Status

Liclick hare for Instructions

Select a course*: |the main course (7)

Mame Filter: |

v
|

Training Completion |Nnt Startad

Status®:

Update Workers
|

customer0814, waorknet

military0428z, tast
Parsons, Dane
Parsons, Michael
Parsons, Taylor

Pazci, Jos

OooooooOooo

Test, John

Update Workers

Training Status

In Progress

Completed and Certificate of Completion Earnaed
Completed and Credential Earned

Did not Complete Reguirements

Mot Started o
[1n Progress |
[Mot Started v
|D'|d not Complate Reguirements V|

Vl Alter Checked Records’ Status




IWTS: SUBMIT QUARTERLY REPORT

For all employees who have completed the training,

update all “Workers Training Outcomes” with all that

apply:

Ill

Retained Earnings
Wage Increase

Promotion

Click “Update Workers.”

7 Mile Solutions-Integrated Management Systems

BI30/2013 (Submitted)

Zearch  Status Repart | Workers Traming Status

Workers Training Outcome

Revies and Submit

Incumbent Workers Training Outcome

iClick here for Instructions

Retzined Employment [nartn il

Wage Increase

Training Outcome*:

Name Filter:

B Name Training Oubcome

Alvarez, Dacnisa
Ambrose, John
Brown, Veronica
Cabrale, Jose
Carrilla, Maria
Chagalla, Elia
Guzman, Nest
Hanlon, Thomas
Juarez, Carlos
Lash, Glen
McCracken, Shawn
Michels, Paul
Pineda, Urbano
wilhelm, Richard

# Retzined Employment
# Retzined Employment
# Retained Employment
# Retzined Employment
# Retzined Employment
# Retzined Employment
# Retzined Employment
# Retzined Employment
# Retained Employment
# Retained Employment
# Retzined Employment
# Retzined Employment
# Retained Employment
# Retained Employment

Wage Increase
Wage Increase
Wage Increase
Wage Increase
Wage Increase
Wage Increase
Wage Increase
Wage Increase
Wage Increase
Wage Increase
Wage Increase
Wage Increase
Wage Increase

Wage Increase

Page Size:

-

Promation
Promation
Promaotion
Promaotion
Promation
Promation
Promation
Promaotion
Promation
Promaotion
Promation
Promation
Promation

Promaotion

23 v




IWTS: SUBMIT QUARTERLY REPORT

The grantee reviews the
quarterly report and then
submits:

e Scroll all the way down
and correct errors
before submitting.

* Once you submit, your
DCEO contact is
automatically notified.

* Click “Submit.”

T Mile Solutions-Integrated Management Systems

E/30/2013 (Submitted)

Search | Status Report | Workers Traning Status | Workers Traming Qubcoms | Heviss and Submi

Project Status
Project Id: 308
Report Period 6/30/2013
Ending:
Id: 859
Report Status: Submited
IWDS Grant #: 12681007
Preparer Name: Amy Santacaterina
Company Name: The Chicago Cook workforze Partnership
Training Name: 7 Mile Solutions-Integrated Management Systems
Project Status: On Schedule
Overview: Training Plus inc. completad the Integrated Management System training far 7
Mile solutions, the training featured course work in IS0 9001, AS9100 , IS0
13485 and FDA 21 CRRE20 and ITAR/
Outcomes Achieved: The training was completed and 14 people sttended and successfully
completed.
Quarter Progress: All completed.
Obstacles The only obstacle was learning the repaorting and tracking function in Ilingis
Deseription: WorkMet for incumbent working. We had some technically difficulty delaying
SOMe reporting.
Benefits Description: 7 mile solutions anticipates greater efficiency and procuctivity will resukt fram
the training.

Incumbent Worker Status Summary

Course: Integrated Management System

Training Status Count
Completed and Certificate of Completion Earned|14

Incumbent Worker Outcome Summary
O

# Retzined Employment [ Wage Increase () Promaotion |13

# Retzined Employment [ Wage Increase # Promaotion |1 |




IWTS: CONTACTS

The following contacts are with lllinois Department of Commerce and Economic
Opportunity (DCEQO), Office of Employment and Training (OET):

Gary Eicken - WIA/WIOA discretionary funds: Gary.Eicken@illinois.gov

Keelin Valenti - Formula grant questions: Keelin.Valenti@illinois.gov
Lorraine Wareham - Layoff aversion/Rapid Response grant questions:
Lorraine.Wareham@illinois.gov

For general technical information and access to IWTS tools, send an email to
info@illinoisworknet.com.



mailto:Gary.Eicken@illinois.gov
mailto:Keelin.Valenti@illinois.gov
mailto:Lorraine.Wareham@illinois.gov
mailto:info@illinoisworknet.com

FOLLOW US! @

Subscribe to our Newsfeed or check us out on Social Media

ILLINOIS

o WorkNet’

CENTER

/ﬁ‘ HOME: https://www.illinoisworknet.com/ . —x
americanjobcenter

G EMAIL: info@illinoisworknet.com

a MORE INFO: https://www.illinoisworknet.com/partners/programs/Pages/IWTS CompletingPlans.aspx

O OMIHEI0

FACEBOOK TWITTER YOUTUBE LINKEDIN LINKEDIN GROUP GOOGLE+ PINTEREST

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 www.illinoisworknet.com.



http://www.pinterest.com/illinoisworknet/
http://gplus.to/IllinoisworkNet
http://www.linkedin.com/groups/Illinois-Virtual-Job-Club-Network-4794123
https://www.linkedin.com/company/illinois-worknet
http://twitter.com/ILworknet
https://www.facebook.com/illinois.worknet
https://www.youtube.com/illinoisworknet
https://www.illinoisworknet.com/
mailto:info@illinoisworknet.com
https://www.illinoisworknet.com/partners/programs/Pages/IWTS_CompletingPlans.aspx
https://www.illinoisworknet.com/News/_layouts/15/listfeed.aspx?List=%7b8A063B1D-128E-454C-9670-8993606DDDCD%7d

