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Purpose

Use of the Uploads tab through the Illinois workNet (IwN) customer profile as a space to save paper files. Whatever you
would keep in a paper document file, you can upload to the customer uploads tab except for any Personally Identifiable
Information (PII) i.e. Social Security Number (SSN). Those items can be redacted and uploaded.

AcceSS|ng the Uploads Tool e ODASHBOARDS= R CUSTOMERS BhGROUPS B [ il | HI, OGRIESHEIM@SIUCCWD.COM +
& YCP INTAKE REVIEW
You can access the Uploads tool by:
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uploaded to the customer profile.

Documents may be filtered by the top of each column.

Documents may also be removed by clicking the red X.

Adding Documents
e Click the Upload File button.
e Select a Category for the document.
e Select a file from your computer.

e Add Description — this helps others know exactly what the
document includes. UPLOAD FILE
e Click Upload.

Please upload only .pdf, .docx, .doc, and .xlsx files. Do not upload any files
that contain the customer's full social security number.

Documents that may be uploaded:

e Signed copies of Career Plans
e Timecards from work experience
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e Eligibility documents with full SSN and other PII File CLS Case Plan
Choose File| CLS Assessment
redacted Assessment
Description * Eligibility Documents
hd Resume Educational Documentation
e Copies of credentials earned -
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e Employment verification forms
e Digital Badges

e Assessments not in IwN system —
e Termination report

The lllinois 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 1
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.



