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Purpose:

To track incumbent workers with the Apprenticeship lllinois Expansion Project.
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Who Enters/Maintains Data

e Grantee/Provider Staff enters project information into

IWTS Instructions

November 2021 v9

the Incumbent Worker Tracking System - IWTS.

Users must be given access to IWTS. To gain access, email info@illinoisworknet.com

e State Level Staff enters initial grant numbers into the IWTS from which to select and enter projects.

Access Provider Info

1. Loginto www.illinoisworknet.com.
2. Select My Dashboard > Partner Tools > IWTS.

Apprenticeship lllinois
grants are added through
IWTS by selecting IWIS.

Incumbent Worker Training System (IWTS) Guide:
https.//www.illinoisworknet.com/partners/programs/Pages/|
ncumbent-Worker-Tracking.aspx
From the IWTS Guide you can access:
* IWTS Updates
* FAQs
* Archived Training Videos
* Getting Started with IWTS: _
https://www.illinoisworknet.com/partners/programs/Pag
es/IWTS CompletingPlans.aspx
* Link to Access the Incumbent worker Training System:
https://apps.ilworknet.com/wnTools/IWTS/

Adding a Project for Apprenticeship Illinois

Select Initiate an Incumbent Worker Training Project
Click “Next” on the screen that opens.

Grant Source — Select IWIS

Enter the grant number(do not include hyphens or
spaces) or a Keyword for the Grantee.

Click “Search”

Click “Select” to add a new project. The rest of the IWTS
instructions are the same.

Pick up in the instructions below at Adding a New Site

lllinois workNet

IWTS Quarterly Reports IWTS Reports

Incumbent Training Projects Search

Initiate an Incumbent Worker Training Project

Project Number [— xn,eu Number

Selecta Status [Select 2 Staius iype | W
Selecta Grantee |Select a project orgat

DCEQ Instructions to iigte Incumbent Worker Training Project

Select a Sector [Select a Sector type |

Select a Grantee LWIA [Seject an LWIA |

Selecta Grant LWIA [Selectan LWIA 1
Select a DCEO Contact [Select a Contact

Project Type () pormula () Nen-F|

Is Green Initiative (o () yes ® Both

Return fo Search

Keyword filter

worker training) and LWIA number.

Step 1 - Select the grant. To initiate and incumbent worker training project

To initiate an incumbent worker training project, the grant information must already be his system will
retrieve, from IWDS, the grant number, grant title, start and end dates. unt of the grant (allocated to incumbent I WD S G ra nt Se arch

Search Reset

g IWDS Grant Search

#)7To search for IWDS incumbent worker training grants use any of these options

IWDS Grant Search Grant Source

Al

Grant §
rant Source |

Grant Number | Al
IWDS Grant Number |[4g,
Keyword filter
Grant Source
A

Grant Number |

search

Keyword filter |

GrantType () Formula () Non-Formula () Both

GrantT¥ype () Farmula () Non-Formula O Both Keyword filter |

Resel

GrantType O pormula O Non-Formula O B

Search Reset

Search Reset

Page Size [25 v

Select  Grant# Lwia Description

\

If you already have other projects in IWTS and are trying to add a new

project for Apprenticeship Illinois, look for the following:

Select 196 T : 1



mailto:info@illinoisworknet.com
http://www.illinoisworknet.com/
https://www.illinoisworknet.com/partners/programs/Pages/Incumbent-Worker-Tracking.aspx
https://www.illinoisworknet.com/partners/programs/Pages/Incumbent-Worker-Tracking.aspx
http://www.illinoisworknet.com/partners/programs/Pages/IWTS_CompletingPlans.a
http://www.illinoisworknet.com/partners/programs/Pages/IWTS_CompletingPlans.a
http://www.illinoisworknet.com/partners/programs/Pages/IWTS_CompletingPlans.a
http://www.illinoisworknet.com/partners/programs/Pages/IWTS_CompletingPlans.a
http://www.illinoisworknet.com/partners/programs/Pages/IWTS_CompletingPlans.a
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© @& nhitps://appsillinoisworknet.com/wnTools/IWTS/default

lllinois workNet Log off

The system cannot find any Incumbent Training projects associated to you. If you believe that you are [ X}
associated with one or more projects, please contact your LWIA representative.

IWTS Reports

- @

IWTS Instructions
November 2021 v9

Grant Amount

_— = 0] /{apps.illinoisworknet.com/wnTools/IWTS/GrantSearch?action=new
Incumbent Training Projects Search
4_/— lllinois workNet
Add New Project Plan
1. Loginto www.illinoisworknet.com.
2. Select My Dashboard > Partner Tools
> IWTS. Current Project Grant
3. Select Add New Project Plan IWDS Grant Search
4. Select IWIS as the Grant Source
. . Grant Source |
5. Click Show available Incumbent e
W k G t GrantPe © Formula Hon-Formula  Both
orker Grants.
Show available Incumbent Worker Grants Reset
6. Select the appropriate grant number
for your organization. Secat 13 -
7. Continue with the following steps. = -

|5 RE  + 4

mabreya Log off

Unknown (0)

Page Size

End Date
2021-12-31

Type Start Date

Non-Formula 2020-08-01

Non-Formula 2020-06-01 2021-12-31

Non-Formula 2020-06-01 2021-12-31

Next

Project Navigator Menu

Each project plan has a “Project Navigator Menu” at the top left corner of the plan. Use this

menu to access all information available about a plan.
This menu is only for the selected plan. The menu has four sections:
1. Project Plan Screens
2. Review and Submit Project Plan
3. Add Employees and Course Registration
4. Plan Reports, Current Quarterly Report, and Project History & Actions

Plans are completed following the order of the “Project Navigator Menu.”

To submit a plan for review by DCEO, a grantee must complete everything up to and including

“Submit Plan.”

Save as You Go

“SAVE” button at the bottom of the screen will save what you entered.
“ADD” will add the items you selected to the plan.

“Select checked Items” will add all items you check to the plan.

Project Mavigator Menu
Grant Infarmation
Project Details

Layoff Aversion

Project Industries

Grantee Information

Hard-to-Serve Groups

Project Credentials

Project Sectors
Employes Occupations
Occupation Upgrades

Employers
Training Courses

Add Employses

Course Repistration
Reports

Complete Current Quarterly
Report

Project History & Actions

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

Adding a New Site

e If you cannot find the grantee organization in the list, click on the Create New Site button at the bottom of the

page.

e The Add/Edit Grantee page will be displayed. All fields with red colored labels and marked with an asterisk are

required so an appropriate value must be supplied.
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e After entering all appropriate data, click on the Save button. The system will save the site information and add it

to this project.

Adding a Primary Contact

Each grantee must have a primary contact designated. To select/add the primary contact:

e First click on the Contacts tab

e Now click on the Search/Add Person button

e Additional instruction should be available on this page.
e |If, after doing a search, you cannot find the person who will be the primary contact, click on the Add New

Person button at the bottom of the page.

If you are stuck — USE
the Info Bubbles!!

e Enter the required first name, last name, email and contact type - this should be Primary and click on

the Save button.

Project Plan

After you have initiated a project with your grant, you would then
Select “Add New Project Plan.” After the initial plan.

Agencies using Apprenticeship Illinois Expansion Grants, select IWIS
from the Grant Source. All others select IWDS. Click the “Search”
button to see the list of grants, and then click “Select” next to the

grant you want to use.

Grant Number

Grant Type

Grant Source | All v

Keyword filter m

All
IWDS

O Formula ® Non-Formula _ Both

*  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 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

Additional Actions:
o C(Click “Select” to go to a plan’s entry
screens.
e C(Click “History” to see the plan’s timeline.
e Click “Review” to see the entire plan.

Rolling Participants into a new grant

Incumbent Training Projects Search

Project Number

Selact 3 Grantes LWL
Select s Grant LWL [Seie
Project Type O Farmula © Mon-Formula ® Both

I8 Green Inibative o O Yeg @ Bath

Waywora fiter

.
15881018 34
Formula

The rule for IWTS is that the project may NEVER EVER go past the end of the grant. Grantee will start another project

under the new grant number.

1. Clone the existing, project, and do the following in the new project:

1. Remove the old grant number,
2. Pick the new grant number.

3. Add employer, worksite, and employees to new grant (these are the only things not cloned) and enroll

in courses.

Grant Information

Information is pre-filled for all grants except LWIA Formula Grants.
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Project Details
*Project Number — Assigned by IWTS.
*Title
*Project Grant — from first screen.
*Description
*DCEO Project Contact
*Status — automatically changes.

* Accepted Date — fills automatically when DCEO accepts the

project.
*Project Start Date
*Project End Date
*|s Green Initiative

*Does this project have occupation upgrades?

*|s this project affected by an Emergency or Natural Disaster?

*What was the cause of the Emergency or Natural Disaster?

e COVID-19

*  Facility Damage or Destruction

*What is the primary impact on the project?

* layoffs

* lllness

* Death

* Social Distancing
* Other

*What is the nature of the modification?

e Change Mode of Delivery
* Change Training Dates

* Change Project Costs

* Change Training Provider

Disaster Info.
*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”

*Click “Next”

IWTS Instructions

November 2021 v9

Project Details

Projct Number 24

4 Titie® |lewTEST Project for workNet testing

Project Grent Career Link

i Dascriptizn

Bodu

Grantee SIUC-Lincoln Land Colleg

DCED Project contact Lo

i status [Supmired

i Accepted Date Mar
i Project start Date

iJProject End Date

05,2018

i1z Green Inltiative ) Yes @ No

Frojsct Type Fomuls

i) Doss thie projct & yes & No

nave occupation
Upgrades?

TH2015

61302014 [

*When was the project

impacted?
*Additional
Emergency or
Natural

Is this project affected @ Yes ONo

by an Emergency or
Natural Disaster?*:

What was the cause of [Select One hd

the Emergency or
Natural Disaster?*

What is the primary | Select One ~

impact on the project?

What is the nature of | Select One e

the modification?*

When was the project |93/21/2020 ER

impacted?”

Additional Emergency

orNatural Disaster | B [ U £ = E =~ ¥ |+ |2|C
Info:
incumbent Worker
Grant Amount:
POt Cost [ | e Cons
Costs on othsr projects $15,07500
View Related Projects
Balance $83,02500
& Funds Use
1u 7 =& & % % 2 ¢
i) Needs And Benefits : _
B IU # =& &8 % & 0 ¢
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Layoff Aversion
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Select from pre-defined at-risk indicators and enter
an additional description in the text box.
REQUIRED
Click Add
Click Next

Fill in indicator
reason text box.

Project Navigator Nenu

Search and Select Additional Cades

Project Industries
Select from NAICS categories to
select all codes that apply.
*Click “Select Checked Items.”
*Click “Next.”

Seisct a Naics Category

Previous Next
Layoff Aversion
Indicator Information
adding a risk in IEQ
k indicators with descrips a proj
Previous Next
Search and Select Additional Codes
‘selecta Nawcs Categery (42 - Wholesale Trade Ld
eywors fiter
Search || Reses
- Coge Tibte
a2 T s, Dursiis Gosds
424 Merchar olesalers, Nondurable Geods
425 Electronic Markets and Agents/Brokers.
Hext

Grantee Information

Wark St(s)

o

Hatory

o

1) How the employer maten wi b8

e

impact

) Entar ne total umber of amplayees st tia ocaton

ten smounty

Identify grantee organization information: Add/Edit Grantee
* Is this Organization an employer? (for the project) o oo st s o
* Name S
s Street Address v A S e .
+ City s
+ state TE—
+  Zip Code (.,. T
*  Phone R
* Fax ”S"”T":t [T e —
* Agency Type e esso roucttantcang
* These items needed if the grantee is the employer: :RT’TMM”;.L;("
*  Employer Industry [— e o
* FEIN o b e
* Ul Account Number et
* s this location a worksite? i o on
*  Owner’s Ethnicity
* Dollar amount contributed by employer
*  How the employer match will be provided
* 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 this training at this job site.
*  Click “save.”
.

Identify the primary and secondary grantee contacts. Primary contacts receive emails from the system.
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Hard-to-Serve Groups

Select all applicable hard-to-serve groups for

employees who will get training from th
Click “Save Checked Items.”
Click “Next.”

IWTS Instructions
November 2021 v9

is project.

Froject Nawigator Menu

Ciick for instructions

on completing the Hard-To-Ser

Existing Project Hard-to-Serve Groups

Currently there have been no records selsciad for the project

Select Additional Codes

Previous Mext

Paga Suzs (25 v

Disabilities
2 Ex-Offenders
3 Low Income
4 Mingritie:
PR N e
Frevious e
JClick for instructions on completing the Project
Existing Project Sectors
Previous Next
P . t Sectors Cumenty thers nave been no rasarss ssesies for tne projer
roject S
Select Additional Codes
SE|ect Sectors. Pags sizs [25 v
* Click “Save Checked Items.” , T
. “« ” 2 Architecture and Construcion
. Click “Next. s A, AN Techaolagy and Gommunlcagons
4 Business, Management and Administration
s Edusstion sna Traning
a Finance
7 Govermment and Publc Administraton
8 Heslth Science
s Hospitay and Tourism
0 Human Serucas
hil Information Technology
2 Law, Publis Ssfety ang Securiy
13 Manufacturing
e Markeing, Sales and Service
15 Scienes. Technology. Enginesring. Energy. and Mathematies
s Transporiation, Distribution and Logistics
[ @i
Search and Select Additional Codes Frevieus e

Employee Occupations

Select all employee occupations for
all employees to get training. (What
is their current occupation code)
Click “Select Checked Items.”
Click “Next.”

Keywa

g mter

Select an Qecupation (usiness snd Fnsnoisl Operstions Occupatons { 13-0000 ¥
egary

s and Financial Operations Occupations

Agents and Business Mianagers of A, Ferarmers, 2nd Alnieies

Buyers and Purchasing Agents, Fam Produsts

Wholesale and Retal Buyers, Excapt Fam Froduets

Purchasing Agents. Except Wholesale. Retsil and Famm Products

Claims Adjusters, Examingrs, and Investigators.

Insurance Appraisers. Aue Damage.

Complsnce Offcars
Cost Estmators

Human Resources Speialists
Farm Labor Contractors

Labor Relstions Specaiists

Logisticians.

Manage:

ment Analysts

Fundraisers

Human Resources, Labor Relations, And Training Specialists, AR Other

Westing, Conventien, 2nd Even: Flznnsrs

Compensation, Benefts, and Job Analysis Speciaists

Training and Development Speciaists

Pags size [25

Search and Select Addiional Codes

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.”

*Click “Next.”

Search and Select Additional Codes
[Business and Fi T (13-0000 ¥
Catsgory
e
Seern | Rese
e
12
120000
1o .
121021 Sapers snd Purchising Agents. Fam Products
10z Vinojesas and el Bupers Except Fam Froducs
12023 Purchssing Aganis Excest Wholsle Rata. nd Fam Procucts
JERES Claims Adusters, Sxamines, and Ivestgaters
12102 Insuranoe Apprsisers. Auts Damage
13-1041 Compliance Officers
121081 CostEstmstons
124071 Human Resaurcss Spesiaists
12074 Fam Lsbor Gonrasirs
12407 Latar Relstons Spacisiss
121078 Human Resgurces. Labor Reltions. And Traning Speciliss, Al Other
124081 Logisiians
i Wanagemert Anysts
124121 Vasing, Conventon, snd EventPlsnnars

Page size

Search and Select Additional Codes

setsctan oscupation (Saieai 3n Osoupston Caisaory A4
catsgory
rewora mter [t

rshitesturs and Enginesring Qesupations { 17-0000 )

s, Design, Enterinmant, Sports, an Neeiz Oceupatins ( 27-0000)

Buiding and Grounds Clearing and Naintenance Sccupatons [ 37-0000)

Zusinass ans Finansisl Operations Oczupations (130000 )

Gommunity s Socis Service Ocoupations (210000 )

Come, enstcsl Occupations 150000 )
Constuction ang Extracion Occupations (47-0000 )

Edusasion, Training, and Lisrary Qccupaions (250000 )

Farming, Fistin

rstry Ocoupations ( 48-0000 )

Food Prega

 Serving Related Occupstons (25-0000)

Hasithears Fractioners and Teehrizal Oseupations  29-0000)

Heslthcare Suppon Gecupatons ( 31-0000 )

Insialaten, Maintenanse, and Repair Ossupaions ( 45-0000}

Lagal Oceupations (22.0000)
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Employers

Enter information about each employer:

e Name
e Street Address
e C(City

e State

e Zip Code
e Phone

e Fax

e Agency Type

e Employer Industry

e FEIN

e Ul Account Number

e s this location a worksite?

e Owner’s Ethnicity

e Dollar amount contributed by
employer.

IWTS Instructions
November 2021 v9

Orgarization Lis Contacte || ok Saets]

Add/Edit Employers

3
Com

red

ids Below, and then click Save

Record id 2

Hamea
Strast Addresse:
strest Addrees 2:
ity

statse:

2ZIF Codst:

Pnones:
Fhone must bs In

SIUC-Lincoln Land College

5250 Shepard Rd

Seringfield a
I a

62703 o [pess
217-111-2222 Ext:

format sxs ses save
Fax:
Fax must bs In format
REE-ZER-REEE.
agency Type* [Illingis workNet Center hd
i Employer moustry (ssisct anl tnat applyy:
Beverage & Tobacco Product Manufacturing
Food Manufacturing
# Rail Transportation
Textile Mills
Textile Product Mills

Federal Employer ID [11-2223222
NumBar (FEINP FEIN
must be In the format
sa-susssay

Ul Azcount Humber: Ul (9383751

Account Humber must
be In the format
AREREEAE OF SHEHRE N

o ls thle location 2 @ yes © No
work siee

Cwnar's Ethniclly 1 White Elack

{Cnack a that spply)”
Hispanic Ameriean Indian or Alaskan Native
Asian # Prafar not to answer

Hawaiian o Paeific Isiand [ Female Owned

) Enter the matsh as a dollar amount contrlbuted By the empiayer {or leave 5 0 08 i there I+ na match amounty:
.00

i HEw IR Smplayr mAlch Wil B provisear

plifu|s| e[=]=/a]| = s|e

1 Provios 8 meaningful Ssseription of the Impact of tnie braining at tnie job site*

Bliju|s| m|m|n-|[a]|x][e]2]ec

Mistory Create

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

e Click “Save.”

Identify the primary
and secondary
employer contacts.

Fravious
Organization

Add/Edit Contact

Frat gven) me

Contact List

yerniee Ca

Add a New Contact

Viore Stats

cal || At NewPerson

(2 JennSmin g
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Enter all work sites for each employer:

e Name
e Street Address
e C(City
e State
e Zip Code
e Phone
o Fax
e Agency Type
e Enter the total number of employees at this location
e Enter the total number of employees at this location that will o[
receive training
e Provide a meaningful description of the impact of the training at
this job site
e Click “Save.”
e Click “Next.”
All employers will save to the Organization =
List Project Employers
Select Remove D lﬁams-‘hddress [Type
Select Remove 145 Bloomington Housing Authority Employer
d
Sele R B 845 Emplayer
S pringfield.
Sele H SIUC-Li Both
5250
=pring
Reminder: Additicnal employers must be sdded 1o a new project, not to an
existing project. Se= help at the top of the page.
. . Previous Nex
Training Courses
Enter training course information: (each class needs to be entered for the course)
e Title, Description, Provider Name
* Course Credentials
e C(lassification of Instructional Programs (CIP)
e Click “Save.”
e Click “Save Checked Items.”
Course Parts Credentials for this Course 2
mp 1 Existing Course Credential Codes
Step 4 - Course Sessions Tibe. —_—
Current Courses
Select Additional Codes
Page size [23 v

IWTS Instructions
November 2021 v9

anizston Lis Orgarizaton

5 Equi
the main ourse (8) tha

A second course for this project

Course Parts

Step 1 - Course

Course

courssia 145

Ashore desoripiion for this course

HIBtory Greated: 51772010 - Michae! Parsans.
Last Updated: 2024/2015 - Michael Parsons

-

Previous Next

Industry Recognized Gredential

Course Parts

Search and Select Additional Codes

seloct 3 CIP Famiy [Selacta CIF Family v
Kapward fiter

Searen || Reset

Fage s (25 4




ILLINOIS \

e IWTS . o WoOFkNet’

Incumbent Worker CENTER
Tracking System ® i
—— americanjobcenter

Classification of Instructional Programs (CIP)
* Click “Save Checked Items.”

For every training course, identify each session:

e Start Date
* End Date
e Session Title
* Instructor Information
* Location Information
EXAMPLE — If a session is offered over three
separate time frames, enter each session’s
information. (Session can be cloned.)
* Click “save.”
*  Click “Next.”

IWTS Instructions

Search and Select Additional Codes

Select a CIP Family [ Agriculiure, Agriculiure Operations, and Related Sciences ¥

November 2021 v9

Keyword filter
Search | Reset
Save Checked Ttems Page Size |25 hi
123
W Code Title
01.0102 Agribusiness/Agricultural Business Operations.
A program that prepares individuals tof Course Parts Course Sessions
agriculturally related operations within
in agriculture. tural s .
finance, marketing, planning, human r
managerial responsibilities. Faunasian o [
01.0599 Agricultural and Domestic Animal §
Any instructional program in agricultur]
abave. [ Session Information
01.0801 Agricultural and Extension Educati

£ program that preparss individuals t
assistance, and educational services
agribusinesses, and other organizatiof

Insiructor

Location
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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 Courses

rse for this project

Upgrade Occupations

[Proect Employers

== Bloomington Housing Authority

Project Hard to Serve Groups.
TN

Project Credentials

sere Specialized Equipment Training

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.”

Add Employees Who are Receiving Training
Add employees after your plan is “Accepted.” There are two options for how you add employees:
e Enter each employee one at a time as those employees are identified.

e Bulk upload multiple employees.
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Manual Entry
Employer: lllinois Manufacturers' Association
° SE|€‘Ct the employer and Worksite: lllinois Manufacturers' Association
WOFkSIte Employee List /'
. . Step 1 - Select Employer and Work Site "
e Search for existing :
employees or add new. e *
Step 2 - Optionally Filter Existing Employees
e Select Add next to Add/Edit Employes
individual that displays in '
list.
e C(lick “Save.”
e Check box if adding
multiple employees. v
e C(lick “Save.”
e C(Click “Add New Person.” I et
Bulk Upload
1) Complete the bulk upload - Get a sample file form the IWTS guide. B o || onenrenn
a) Create an xml, excel, or csv file of your employee records.
b) Each record MUST include the following fields: (for csv & excel files use field name headers)
i) ssn
ii) firstName
iii) lastName For Apprenticeship lllinois Grants:
iv) zipCode Incumbent workers only count after they
v) birthDate have been enrolled into a training
vi) ethnicity session.
vii) militaryStatus
viii) disabilityStatus
ix) disabilityCategory
Xx) gender
c) Click "Upload Excel, CSV or XML File" button.
d) Browse computer and select file for upload and click "Open.”
e) Click "Upload File" button.
f) Click "View Data" button to verify data is
4 hass Updates of Employes Qccupation
correct. . =
. mployee Occupation”
g) Click "Import Data" button. Will Training Update @ Mo () es
. Occupation
h) Take note of system status. It will élert you to R T
any errors and number of records imported. Clgse Panel
. .
i) Close window.
j) Click "Refresh" button on Employee screen.
2) Identify each Employee Occupation.
. “ » customer0814, workned|
a) CI'Ck Update Checked |temS O|Select [Remaove military0428a, test Aircraft Structure, Surfaces, First-Line Supervisors of
Rigging, and Systems (Construcfion Trades and
Assemblers (51-2011) Extraction Workers (47-1011)
O |Select |[Remove [Pesci, Joe \Actors (27-2011) Yes Boilermakers (47-2011)
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Add Employees to Course and Sessions
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.

Employees are added to courses.

This information should be added ongoing as it occurs.

* Course and Session.

* Select Employer.

* Select Worksite.

* Select those NOT in course.

* Select all employees to add to the course.
Alternatively, if you’ve mistakenly added an employee to the

wrong course, select:
*  Only those in the course.

IWTS Instructions

November 2021 v9

Step 1. Select a Course and Session

* Select “Remove” adjacent to the person.

Quarterly Reports
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.
For Apprenticeship lllinois, IWTS and
Illinois workNet will sync nightly. Verify
that all the counts are correct.

Submit Quarterly Report

Each quarterly report has four sections that need to be completed as seen with the tabs below:
1.

Status Report

2. Workers Training Status

3. Workers Training Outcome

4. Review and Submit
Complete all required information with “Status Report.” If this is the final quarterly report, specify if the project has been
affected by an Emergency or Natural Disaster.

B/30/2013 [Submitted)

Status Aepart | Warkers Traning Status | Woarkers

Search for Report
b)Click here for Instructions

Select a Grantes:
Select 2 Grantee
Select an LWIA: | Sglactan LWIA ¥

Select a Project*:
Select 2 Project
Select a Report*: L
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Status Report
duglick hers for Instructions

X

Projectia 308
Report Perioa 6/30/2013
Ending

10 0
Submited

12681007

Preparer Name: Amy Santacaterina

Company Name: The Chicago Cook werkforce Parmership

7 Mile Salutions-Integrated Management Systems

L this the Ym-\ ®Ves

Retut o o (976000
Project

Project Status*: [ On Schedule v

W Project Overview®
TO-pmel e B

LR NN Y

Trammg Plus e, completed the Intesrated Manazement Systam tramme for 7 Mile solutions.

ﬂan.mmnz featwred cowrse work mISO 9001, AS9100, ISO 13485 and FDA 21 CRRE20 and

ruEE

Description®
70-2wslsiuzxis
e X -RE N Y-\

‘The only obstacle was learming the reporting and trackme fimction m Illmors WorkNet for
e ki Wt Eena temealty a.mmm ‘delaying soms reporting

# @, e 0 cwrecer 1m
Outcomes Achieved®
70- B :yEE
woanu by
‘The waining was completed and 14 pecple attended and suceessfully completed.

Deseription®

v0-2% B iy EE
BB AN e B

7 mile solutions anticipates sreater efficiency mnd procuctivity will result from the training

i Isthisthe final @ yes O o
report?*:

Actual cost of [19 760,00
Project*:

Do NOT enter a
dollar sign!

Is this project @ yas O No
affected by an
Emergency or
Natural Disaster?*:

Project Status™: | Select a Project Status type V|

Project Overview*; | B [ U 4 = % X o 9|C
i

outcomes| B L L £ = % X ¢ 9C
Achieved*:

IWTS Instructions
November 2021 v9

e
Progress
YO0-2% B 7 U EFEEE
TYETR
!chmmﬂﬂed

3 Obstacles
Description*
TO-%W B/ UBEFES
T LX) s
‘The culy obstacle was learning the reporting and

king fimction i Ilimots WorkNet for
mmownbent working. We ad some teclmucally d.m‘ﬁaulh -delaying some Teporting.

Description®
vo0-ame B ruEE

- T YTEEE R
7 sl solitions suticipates greater affiiency axe prosustivaty will sesuit Srom the tranang,

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.”

63072011 (In Progress)
&zacc Slalizfzool odiesTeacicgifatoz

Weekars Teaiming Qulcome

myiz 20 Submi

Incumbent Workers Trail

ing Status
Yclick here for Instructions

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

Training Completion [Not Start=d

Status*®:

Update Workers

RN Atter Checked Records' Status

Page Size:

Training Status

For all employees who have completed the training, update all
“Workers Training Outcomes” with all that apply:

e Retained Earnings

e Wage Increase

e Promotion

e C(Click “Update Workers.”

BI30/2013 (Submitted)

n | Status Aegar

Miorkers Traning Status

O customer0s1s, worknet
In Progress
O militsry0428s, test Complatad and Certificat= of Completion Earnad
O Parsons, Dane Completed and Credential Earned
Did not Complate Reguiramants
[0 Parsons, Michaz| T .
O  Parsons, Taylor In Progress ~]
[0 Pesci Joe [mot Started v
O Test, John [Did et Complets Requirements v
Update Workers
7 Mile Solutions-Ir Management Sy

Aeview and Sunma

dClick here for Instructions

Training Outcomes:

Promotion
Narme Filter:
B Name

Alvarez, Dacnisa
Ambrase, John
Browin, Veronica
Cabrale, Jose
Carrill, Maria
Chagalla, Eliz
Guzman, Nest
Hanlon, Thomas
Juarez, Carlos
Losh, Glen
McCracken, Shawn
Wichels, Paul
Pineda, Urbana
Wilhelm, Richard

# Retzined Employment
# Retained Employment
# Retained Employment

Incumbent Workers Training Outcome

Retzined Employment e L

Wage Increase

Page Size: |33 v
Training Outcome

# Retzined Employment [ Wage Increase [ Pramotion
# Retzined Employment [0 Wage Increase [ Promotion
# Retained Employment [ Wage Increase [ Promation
# Retained Employment [ Wage Increase ([ Promation
# Retzinad Employment (0 Wage Increase [ Promotion
# Retzined Employment [ Wage Increase [ Pramotion
# Retzined Employment [0 Wage Increase [ Promotion
# Retained Employment [ Wage Increase [ Promation
# Retained Employment [ Wage Increase () Promation
# Retzined Employment [0 Wage Increase [ Promotion
# Retzinad Employment [ Wage Increase [ Promotion

Wage Increase & Promotion
Wage Increase (1 Promotion

Wage Increase [ Promation

1<
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The grantee reviews the quarterly report and then submits:
e Scroll all the way down and correct errors before submitting.

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

e Click “Submit.”

Project Actions and History

IWTS Instructions
November 2021 v9

7 Mile Solutions-Integrated Management Systems
6/30/2013 (Submitted)

Status Rsgor: | Workers Traning Strus | Wrkers Teaning Outcome. | Review 313 Sun

searcn |/

Project Status
Project 1a: 308
Report Period 5/30/2013
Ending:
1d: 859
Report Status: Submitted
IWDS Grant #: 12681007
: Amy Santacatering
The Chicaga Cask warkforce Parmarship

¢, complerad the Intagrated Management Systam wrzining for 7

e training featured course work in IS0 9001, AS9100 , ISO
13485 and FDA 21 CRR820 and ITAR/

Outcomes Achieved: The training was completed and 14 people attended and successfully
completad.

Quarter Progress: All complated.
Obstacles The only abstacle was learning the reporting and tracking function in Tlinois
Deseription: Workllet for incumbent warking. We had some tachnically difficulty delaying

some reporting.

Benefits Description: 7 mile solutions anticipates greater efficiency and procuctivity will resutt from
the training.

Incumbent Worker Status Summary

Course: Integrated Management System

ICompleted and Certificate of Completion Earned |14

Incumbent Worker Outcome Summary

# Retained Emplayment () Wage Increase () Promation [13

| # Retzined Employment () Wage Increase w Promotion [T |

Project Actions and History allows grantees to review the
projects’ history timeline and communicate with their DCEO
contact.
*Send emails to:
*  DCEO contact for the plan.
* Grant recipients’ primary contact for the plan.
*Prior to a project closing, grantees can request to change
their plan.
* If a grantee request to cancel a project, they
must specify if the project was affected by an

Project History

created Action  Details
pproy loyer

412312018 9:13:42 AM
Keel

Email sent to DCEO to Approve Employer
Show Detais...>>

untyilgov
Created New Project
Show Dtais...>>

Request To Cancel Project

Emergency or Natural Disaster.



	Purpose:
	Who Enters/Maintains Data
	Access Provider Info
	Adding a Project for Apprenticeship Illinois
	Project Navigator Menu
	Save as You Go
	Adding a New Site

	Project Plan
	Rolling Participants into a new grant
	Grant Information
	Layoff Aversion
	Grantee Information
	Hard-to-Serve Groups
	Project Sectors
	Employee Occupations
	Occupation Upgrades
	Employers
	Training Courses
	Review Plan

	Add Employees Who are Receiving Training
	Manual Entry
	Bulk Upload

	Add Employees to Course and Sessions
	Quarterly Reports
	Submit Quarterly Report



