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Purpose

The intake process is comprised of three main steps to ensure customers are eligible and suitable to participate in the
program. The three main steps include:

1. Customers complete the online application either on their own or with a career planner. The lllinois workNet
system will perform an eligibility screening halfway through the application to see if customers are eligible
before moving further into the application.

2. Staff verify eligibility and enroll customers by:

a. Reviewing eligibility requirements and collecting the appropriate documentation.
b. Updating the eligibility status field to:

i. Enrolled, or

ii. Not Enrolled with the reason identified.

3. Staff provide the customer with the necessary information on how to access their career plan.

a. The system will generate talking points to cover with the customer and a way for the career planner to
identify the information was provided.

4. AS NEEDED — When necessary, staff should inform customers of the program requirements and complete any
additional assessments that might be needed.

a. The system provides a tool for customers’ assessments to be documented and saved with their lllinois
workNet accounts.

Who Enters/Maintains Data
Customers can complete the application online. Once submitted, the customer cannot update the information.

Grantees/Career Planners — Can complete and update their customer’s online application based on their conversation
with the customer. Updates can be made to the application up to the point where the customer is enrolled in the lllinois
workNet system. At that point, the intake form is locked. Users can identify required eligibility documentation, and
update eligibility status information.
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How Customers Access the Youth Career Pathway Application
1. Customers are added on the group page. They are either sent a link to access the application or the customer
will complete the application with the grantee representative.
2. If completing the application on their own, customers will log in with their existing lllinois workNet account. An
account may have been created for the customer by the individual who added them to the group.
3. The application is broken up into sections that the customer needs to complete. They can save and come back to
the application at any time. It can be accessed through “My Dashboard”.
a. Agree to the Terms of Use and complete the Application.
b. Profile, Situations, Education
c. Eligibility Screening Completed
i. Ifthey are eligible
1. Interests, Training, Job Goals, Job History, Other Considerations
2. Submit application
ii. If they are not eligible
1. They are provided information on accessing additional tools and resources to help them
reach their employment and training goals.
4. Customers will work directly with the agency to complete the rest of the intake process.

How Provider Staff Verify Eligibility
1. Access www.lllinoisworkNet.com
2. Lloginto your account.
3. Access My Dashboard.
4. Access Customer Groups or click here https://illinoisworknet.com/siteadministration/Groups/Default
5. Click Groups > Search Youth Career Pathways PY 21

. @DASHBOARDS- & CUSTOMERS & GrouPs & o om = ‘ HI, OGRIESHEIM@SIUCCWD.COM ~

MLGROUPS - SEARCH

GROUP SEARCH

Use Customer Support Center Groups to organize customers and view information saved with each customer's account. Create your personal group or select
a group to get started. Learn more

Add Group

Group Name Youth Career Pathways PY 21

Show Advanced Search
Show entries

Id Name 4 Type Active  Partners Customers

12834  Youth Career Pathways PY 21 ProjectGroup true 66 0

6. Select top group labeled Project Group.


http://www.illinoisworknet.com/
https://illinoisworknet.com/siteadministration/Groups/Default
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7. Search customer name from list.

© DASHBOARDS~ & CUSTOMERs &% GROUPS &

Customers

B il ‘ HI, OGRIESHEIM@SIUCCWD.COM~

Name I

IwN Number

Grantee

OUTH CAREER PATHWAYS

YCP - Springfield Provider v
Show[10 v ] entries

workNet Last First . igibility Deter 1l G Services

Id Name Name Grantee Date Status Type Started Placement

27221 Scott Becca YCP - N/A Not Enrolled - Unknown No Not Placed
Springfield Eligibility not
Provider complete

27224 Griesh Lilly YCP - N/A Not Enrolled - Unknown No Not Placed
Springfield Eligibility not
Provider complete

27220 Contrary Mary YCP - N/A Not Enrolled - Unknown No Not Placed
Springfield Eligibility not
Provider complete

8. Click on Last Name to open file.
© DASHBOARDS ~ 2 CUSTOMERS &% GROUPS il ‘ HI, OGRIESHEIM@SIUCCWD.COM~

Customers

Name

IwN Number

Grantee

A YOUTH CAREER PATHWAYS

YCP - Springfield Provider v
Show[ 10 v |entries

workNet Last First a Determinati 1l C Services

Id Name Name Grantee Date Status Type Started I

27221 Scott Becca YEp - N/A Not Enrolled - Unknown No Not Placed
Springfield Eligibility not
Provider complete

27224 Griesh Lilly YCP - N/A Not Enrolled - Unknown No Not Placed
Springfield Eligibility not
Provider complete

27220 Contrary Mary YCP - N/A Not Enrolled - Unknown No Not Placed
Springfield Eligibility not
Provider complete

Youth Career Pathways - Intake
November 2021 v3
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9. Click on Verify eligibility and enroll the customer. You can review the initial application before beginning the

eligibility review by opening: Customer submits initial online application.

.;a_. @ DASHBOARDS - A CUSTOMERS 4% GROUPS 4 il | HI, OGRIESHEIM@SIUCCWD.COM ~
Overview Intake Review Career Plan (IEP/ISS) QOutcomes
INTAKE REVIEW CASE NOTES(O)a
Profile: Becca Scott Action ltem Result Status
Email 1. Customer submits initial online application, Complete . Complete
Enrollment Status |nouirzrt 2. verify eligibility and enroll customer. Mot .Adion
Complete Neaded
Sez Al
3. The customer was provided information that describes the features and how to | Not .Adlan
access their career plan. Complete MNeeded

Reset Password Send Message

Complete Initial Application with Customer

Coming Soon

SELECT YOUR NEXT STEP

Participant Summary Tools

COMPLETE/EDIT COMPLETE VIEW/ADD SERVICES
INITIA] NTS

ELIGIBILITY &
APPLICATION UPDATE ELIGIBILITY

Customer submi

Inform customer of program requirements and complete additional assessments as needed
Provide customer with information on how to access their career plan.

10. Click on Complete Program Eligibility.

2. Verify eligibility and enroll the customer

I Complete Program Eligibility I

Customer Type:
N/A

Enrollment Status

Not Enrolled - Eligibility Not Complete

Save

=]
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pote ODASHBOARDS= M8 GROUPS & @ [l X | HLINFOGTRAINIOSIUCCWD.COM~

11. New screen opens — click on Start Eligibility ELIGIBILITY DETERMINATION FOR DAVID KRUSE

Determination.

1. Print the folder organizer sheets to help you keep the customer file neat, organized, and consistent with other participant folders.

2. Go through program eligibility tabs and select the documentation type that was collected to verify eligibility.
® Include the appropriate documentation in the customer's folder.
© If you identify additional situations that impact program eligibility and were not included in the initial assessments, identify the documentation type and
collect the documentation for the folder
o If possible, it is encouraged to collect documentation for all situations identified.
« However, the customer's services should not be delayedif you can demonstrate the customer is WIOA eligible.

David Kruse identified the following items in the initial assessment on 5/22/2020 that impact WIOA eligibility.
Address: 791 791st st. Chicago, IL 60606
Date of Birth: 1/1/2002
SSN: 00001791
Gender at Birth: Male
Are you authorized to work in the US? Yes

Start Eligibility Determination

© 2020 - lllinois workNet®

. O DASHBOARDS~ MAGROUPs 2 = & il = [ HI, INFO@TRAIN10_SIUCCWD.COM~

12. Verify each item of the application FLIGIBILITY DETERMINATION FOR ETHFL SMITH

that was entered or checked by/for

the applicant. Checked items require e Each page allows access to return to

verification type before being able the application to make changes
to certify eligibility. : sx==eixd yntil Enrollment is completed.

a. Click on the drop-down

arrow tO see the VariOUS Intial Assessment Submit Date: N/A

Name: Ethel Smith

If a question i

updated answ

methods of verification.
b- COnfi rm SOCial Sch rity Select Verification Type v Address: 731 791 886 Alton, IL 62002 *
Number by typing it in the
bOX Select Verification Type v Date of Birth: 10/6/1976 *
c. If amale participant,
confirm Selective Service Select veriicaton Type e

Registration if over 18 years
of age. If participant needs
to register, click the link by
that section.

13. Click Save and Go to Next Tab OR
Save and Return Later. If nothing is
marked as required on a page, Click
Save and Go to Next Tab.

Gender at Birth*

Female e

. f >
Select Verification Type - Are you authorized to work in the USA?

Yes

Save and Go to Next Tab Save and Return Later [eChI:]

© 2020 - lllinois workNet®

See Appendix A at the end of the
document for Acceptable Verification
Documents.
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14. Once all items have been verified, a new modal window will open. Click Determine Eligibility.

e ©DASHBOARDS- & CUSTOMERS ~ 4% GROUPS & @ TN <

HI, INFO@TRAIN17_SIUCCWD.COM ~

ELIGIBILITY DETERMINATION FOR NICKEL KRUSE

Basic Info Education Physical Financial Employment Other

()

Thank you for completing program eligibility for Nickel Kruse. To continue, please click the button below to determine the customer's eligibility.

Determine Eligibility

© 2020 - lllinois workNet®

ELIGIBILITY DETERMINATION FOR LILLY GRIESH

15. The next screen will indicate for which
program(s) eligibility was determined. Click

View EI igi bi I ity Based upon the information submitted, Lillv Griesh is determined eligible for the Youth Career Pathwavs Program benefits.
.
The el determinations may also meet requirements for participation in:
. | Adult
© WIOA Ttile | In School Youth

=1

® 2021 - lllinois workNet® - V; 0.1.8

16. To review the eligibility that was entered, click the words for each section.
a. Edits can be made prior to customer enrollment being selected.

Basic Info Education Physica Financial Employment Other




Powered ¢

youth career meR
(Work[et Youth Career Pathways - Intake

pothqus :N“’Kwh- November 2021 v3

17. Eligibility Verification designates time, date, and who completed the enroliment action.
a. Print Folder Organizer Sheets in Step 1.
b. Review information in Step 2.
(Ol gl 4T JINTAV B £ (GIBILITY DETERMINATION FOR MIA BARNES
Signature Lines in Step
3. Basic Inf Education Physica Financial Employment )ther
i. Print document ’ k ‘

and obtain 2. Go through program eligibility tabs and select the documentation type that was collected to verify eligibility.
Custom er . Irwclucl? (he‘approg.iate dc.cum.enlalion in the customer's ‘_"Ifj?" ‘ . ) . )
o If you identify additional situations that impact program eligibility and were not included in the initial assessments, identify the documentation type and
H collect the documentation for the folder.
S Ign atu re a n d If possible, it is encouraged to collect documentation for all situations identified.
However, the customer's services should not be delayedif you can demonstrate the customer is WIOA eligible.

o hflp you keep the customer file neat, organized, and consistent with other participant folders.

date, case
man ager 5|gn5 Mia Barnes identified the following items in the initial assessment on 3/19/2020 that impact WIOA eligibility.
Address: 895 street chatham, IL 62629 Driver ense/State /.
and dates. Date of Birth: 2/10/1994 Zirth Certificate
SSN: xxx-xx-2586 al S ty Printout
d. Click Return to Intake Gender at Birth: Female

Are you authorized to work in the US? Yes &

Review to complete 3.

en rOI I ment process' 4. Keep the signed original in the participant’s folder and give the participant a file.

Return to Intake Review

Services cannot begin
until this form is

Hundo Kruse identified the following items in the initial assessment on 6/3/2020 that impact WIOA | comp | eted .

eligibility
Address: 791 791 816 Elgin, IL 60123 Current Utility Bill w/Customer's Name
Date of Birth: 1/16/2000 Baptismal Certificate with Date of Birth
SSN: soux-xx-1816 Social Security Card (Must be signed)
Gender at Birth: Female
Are you authorized to work in the US? Yes Alien Registration card (Right-to-Work)
(& ! dropped out of high school. Dropout Letter
& 1 have a disability that makes it hard for me to do certain things. Physician’s Statement
& 1 have children and would need help getting childcare. Public Assistance/Social Service
records
& Myself or someone in my family receives TANF. Copy of Public Assistance Check
& I need a permanent place to live. Written statement from sheiter

Career Planner
Date

Participant Date

© 2020 - lllinois workNet ®

18. Using the drop-down, select the appropriate Enrollment Status for your customer.

a. If your customer was determined eligible
. T T . Verify eligibili d Il th t
during the eligibility check and has decided to
& View Eligibility Verification Saved 11/23/2021 10:54 AM

move forwa rd, you Wi ” sele(:t Enro"' Th is Refresh page to show most recent Eligibility results.
CUStomer'S E|igi bility iS C0mp|9te. This customer has been found eligible for the Apprenticeship lllinois Program and may also be eligible for
. . e er eye these other WIOA title options:
i. Upload signed copy of eligibility form - WIOA Title | Adult
* WIOA Title | In Scheol Youth
to customer uploads tab.

b. If your customer was determined not eligible, o

did nOt com plete eligibility, or declined to Updated 11/23/2021 12:30 PM by ogriesheim@siuccwd.com

el iocihili i | verify that | have an Apprenticeship lllinois eligibility form signed and dated by the participant and career
partICIpate after ellglblllty you WI” seleCt the planner. The signed doffment is inihe custcmzrﬁleyfol mcn?mring purposes.y F P
Not Enrolled option that best aligns with your

customer.

Enrollment Status
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Inform customer of program requirements and complete additional assessments as needed

19. Inform customer of Program Requirements
and complete additional assessments as
needed.

a. Access your customer’s
Illinois workNet

Inform customer of program requirements and complete additional assessments as needed.
Enter assessment results into the system.

ASSESSMENTS
assessment results they

have completed under ———
their lllinois workNet Emal
account — Select the
section header to
expand that section and
see assessment results.

b. Add any additional
assessment results —
Select the Add
Assessment Results to
enter more assessments
that the customer has
completed.

SKILLS AND INTERESTS
DISABILITY BENEFITS ESTIMATOR
Enrollment Status Applicant EMPLOYMENT 101
NOCTI RESULTS

SELF-EVALUATION

v
@
o
T

Reset Password Send Message

Related Instructions

OBSERVATIONAL EVALUATION

(SITE EVALUATION
Assessments

View Evaluation Summary

Assessments Not Available Through Illinois workNet

ENTER MORE ASSESSMENTS.

Add Assessment Results

Assessment Name/Description Edit/View Results  Assessment Date ; Type Category Updated

No data available in table

Showing 0 to 0 of 0 entries

Previous Next

20. Provide customer with information on how to access
their career plan.

3. Provide customer with information on how to access their career plan.

a. Cover the talking points provided with the
customer so they are aware of their career
plan, how it works, and where they can
access it.

b. Check the box to verify | have provided the
customer with features and how to access
their career plan.

Follow directions to create a Career Plan for the customer by
following the directions in the Career Plan Overview.

A. Use Customer's Career Plan to:
o Discuss initial assessment responses saved in the career plan and add an assessment summary
to the plan.
o Discuss goals based on the customer's current situation and where they want to be. Add the
goals to the plan.
© Discuss steps/services that can help them reach their goals. Add the steps/services and related
information into the plan.
© Make sure the customer agrees to the plan. If not, make adjustments so they are on board with
the plan.
© Have the customer sign the plan either electronically (paper copy is not needed) or physically
(paper copy is needed).
B. Make sure the customer knows how to view their plan online through their lllinois workNet
account.
o They should know the plan is a communication tool they should review and let you know if they
need to make any adjustments to the plan.
o Let them know they may be asked to electronically sign the career plan if changes are made.
o Let them know they cna see a history of updates to their plan.
© Let them know there are other resources in the plan that can help them update their resume and
find a job.
C. Update the plan as needed.
© Add case notes.
© Update steps/services as they are started, completed, updated.
© Have the customer electronically sign their career plan as needed.

[J! have provided the customer with features and how to access their career plan.

Go to the Customer's Career Plan
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Customer Overview Page
The Overview page is a quick glance resource of

tasks that have been or need to be completed for

a customer.

Service Integration Resource Team
Add any team members that will need access to
this customer’s file.

Intake Review
As items are completed, a green circle with
Completed will be visible.

If items are past due, a red circle will be visible.

Career Plan & Documented Services
This section tracks the items related to the
customer’s career plan and worksite placement.

Outcome Status
This section tracks customer performance for a
variety of services.

Youth Career Pathways - Intake
November 2021 v3

A YCP QVERVIEW

Intake Review

Prafile Lilly Griesh
Email

Enrallment Status

Career Plan (IEP/155)

Oustromes

SERVICE INTEGRATION RESOURCE TEAM
Action Item Result Status
Ackd Resource Team Contacts Nat Camplete
Select W
Action Item Result Status
1. Customer submits initial anfine application Nat
oenple
Enrciled
andt how to | Complete
Action Item Result Status
5. Ha:
Has a5 Mat
Action Item Result Status

1. All services marked as complete fsuccensfully/unsuccesshuly

Mot Complete

Mot €

Mot ¢

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
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Appendix A - Acceptable Verification Documents
Address o Applicant statement/self-attestation, in limited cases

e Current utility bill w/customer’s name

e Driver’s license/state I.D.

e Food stamp award letter

e Homeless-DHS letter

e Homeless shelter/temporary residence letter (on letterhead)
e Housing authority verification

e Insurance policy (residence or auto)

e Landlord statement or lease

e Letter from social service agency or school (on letterhead)
e Medicaid/Medicare card

e Other, requires partnership approval

e Paystub

e Public assistance records (current)

Date of birth o Acceptable documents for INS Form I-9

e Baptismal certificate with date of birth (DOB)

e Birth certificate

e Court records (showing DOB)

e DD-214/Report of Transfer or Discharge with DOB
e Driver’s license

e Hospital birth record

o |DES Ul printout (showing DOB)

e |L State ID or other Federal, State or Local Gov’t issued ID
e Passport

e Public Assistance/Social Service records

e School records Identification

e Workers Compensation Record with DOB

e Youth Only-Work Permits

Social Security number e Any other approved Social Security document
e Social Security printout
e Social Security card (Must be signed)

Registered with Selective e Locally Approved Selective Service Waiver

Service if male e Selective Service Registration Card

e Selective Service Registration Record (form 3A)

e Selective Service Verification (www.sss.gov printout)
e Stamped post office receipt of Registration

e Veteran’s ID card

Authorized to work in the e Acceptable documents for Immigration and Naturalization Service (INS) form 1-9
United States e Alien Registration card (Right-to-Work)

e Baptismal certificate with place of birth

e Birth certificate with place of birth

e Certificate of U.S. Citizenship (INS Form N-560 or N-561)

o Certification of Birth Abroad issued by the Dept. of State (Form FS-545 or Form DS-1350)
e Consular Report of Birth Abroad or Certificate of Birth

e DD-214/Report of Transfer or Discharge

e E-Verify with documentation

e Foreign Passport stamped “eligible to work”

e Hospital Birth Record indicating U.S. Citizenship

o |D card for use of Resident Citizen in the U.S. (INS Form [-179)

o IDES or another state’s Ul (Ul Claimant only)

10
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e Permanent Resident Card or Alien Registration Receipt Card with photograph (INS Form 1-151 or I-
551)

o Self-attestation on how to meet DACA requirements outlined in DOL TEGL 02-14

e U.S. Naturalization Certificate

e U.S. Social Security card (work-eligible)

e Unexpired Employment Authorization Document (INS Form |-688A or I-688B) with or without
photograph

e Unexpired foreign passport, with 1-551 stamp or attached INS Form 1-94

e Unexpired reentry permit (INS 1-327)

e Unexpired refugee travel document (INS Form |-571)

e Unexpired temporary residence card (INS Form |-688)

e United States passport

In school

e Verification of enrollment from an educational institution
e WIOA application (signed & dated)-attending school

e Foster care
e Aged out of foster care

e Court contract

e Court documentation

e Medical card indicating foster child status

o Verification of payments made on behalf of child
e Written statement from state/local agency

Hard time with reading,
writing, or math

e Results from authorized assessment test
e School records verifying applicant unable to take assessment test

Hard time speaking English

e Case notes from Career Planner
e Results from authorized assessment test
e WIOA application (signed and dated)

Homeless

e Signed applicant statement

e Written statement from an individual providing temporary assistance

e Written statement from shelter

e Written statement from social service agency-homeless shelter/runaway services

Legal

e Applicant statement/self-attestation, in limited cases
e Court documents

e Halfway-house resident

e Letter from probation officer

o Letter of parole

e Police records

e Pregnant
e Need help with
childcare

e Case Notes regarding observable condition
e Child’s birth certificate

e Hospital record of birth

e Medical card

e Physician’s statement

e Public Assistance/social service records

e Referral from official agencies

e School program for pregnant teens

e School Records

e Signed applicant statement

Disability

e Case Notes regarding observable condition by Case Manager
o Individual Education Plan from school

e Letter from drug or alcohol rehabilitation agency

e Medical records

e Physician’s statement

e Psychiatrist or psychologist diagnosis

e Rehabilitation evaluation records

e School records

e Sheltered workshop certification

e Social Security Administration Disability records

11
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e Social Service records/referral

e Veterans Administration Disability Determination letter/records
e Vocational Rehabilitation letter

e Worker’s Compensation Record

Highschool dropout e Attendance records
e Dropout letter
e WIOA application (signed and dated)- “not attending school”

Did not attend high school | e Attendance Records
last quarter e Written verification from educational institution

e Need help to complete Case Note
education or secure
employment

e Need help holding
employment

Laid off e Dislocation Event Tracking System shows Laid off Due to Plant Closure
e Dislocation Event Tracking System shows Laid Off Due to Substantial Layoff
e Employer Information shows Laid Off Due to Plant Closure

e Employer Information shows Laid Off Due to Substantial Layoff

o |DES Ul record showing termination or layoff

¢ Individual notice of layoff

e Public Notice of Plant Closure w/in 180 days

e Public Notice of Substantial Layoff w/in 180 days

e Signed and dated WIOA application

e Ul Records

e IDES Ul Record showing Termination or Layoff

e Work History showing Termination or Layoff

Unemployed 26 weeks or e Completed work history

more e Ul documents

Married service member e Spouse’s military identification card and work history
o Military transfer orders and work history

Supported by spouse e Layoff notice/business closure documentation

e Records verifying death, divorce, or legal separation
e Signed and dated WIOA application
e Signed self-attestation of marital status

Receives SNAP e Authorization to SNAP benefits Letter from agency disbursing SNAP benefits public assistance
records/printout

e Receives Welfare e Copy of authorization to receive TANF cash assistance

e Receives TANF e Copy of Public Assistance check

e Receives SSI e Public Assistance identification showing Cash Grant Status

e Public Assistance records/printout
o Refugee Assistance records

Receiving free lunch Documentation from school
High poverty area Documentation verifying high poverty area
County e Applicant statement

e Computer printout from other government agencies

e Driver's license

e Food stamp award letter

e Homeless

e Housing authority verification

e |llinois Secretary of State issued State of lllinois Identification Card
e |nsurance policy

e Landlord statement

e |ease

12
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Letter from social service agency or school
Library card

Medicaid/Medicare card

Medical card

Phone directory

Postmarked mail addressed to applicant
Property tax record

Public assistance records/printout

Rent receipt

Selective Service registration card
School identification card

Utility bill

Work experience records/pay stub

Family size

Applicant statement

Birth certificate

Current tax return with IRS documents

Decree of court

Disabled

Divorce decree

Landlord statement

Lease

Marriage certificate

Medical card

Public Assistance/Social Service records

Public notice of closing

Statement from individual providing temporary residence
Statement from publicly supported facility or institution

Family income

Accountant statement

Alimony agreement

Applicant statement

Award letter from Veterans Administration

Bank statements (direct deposit)

Compensation award letter

Court award letter

Employer statement/contact

Farm or business financial records

Housing authority verification

Most recent tax return supported by IRS documents
Paystub

Pension statement

Public assistance records/printout

Quarterly estimated tax for self-employed persons
Social Security benefits

Unemployment Insurance documents and/or printout

Ul benefits e |DES Ul record showing termination or layoff
o |DES Ul records showing “Eligible for Benefits” (Claimant or Exhaustee)
e Other state’s Ul records showing “Eligible for Benefits” (Claimant or Exhaustee)
e Ul documents showing unemployed at least six months
Tenure o IDES Ul records showing meets tenure requirements for WIOA (Neither Claimant nor Exhaustee)

Work history or other documentation of ONET or NAICS code for dislocation employment

Formerly self-employed
now unemployed

Self-attestation/business records
Bankruptcy documents
Notice of Foreclosure

13




