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CUSTOMER




ADDING CUSTOMERS

IN ORDER TO COMPLETE THE INTAKE PROCESS, THE
CUSTOMER MUST FIRST BE ADDED TO THE YOUTH
CAREER PATHWAYS PROGRAM.

WHAT IS YOUR ORIENTATION PROCESS?

ACCESS THE YOUTH CAREER PATHWAYS GROUP
The group can be accessed via the Customer Support
Center by all grantees who have been granted access.

SELECT ADD CUSTOMER

Complete the required fields to add the customer to
the Youth Career Pathways program to begin intake.

YOUTH CAREER PATHWAYS

ADD CUSTOMER

Confirm SSN*

Grantee "

Search for existing customer
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There are two options for completing the application:

-
CUSTOMER COMPLETES WITH A CAREER PLANNER
1. Career planner adds customer.
. If the customer has an lllinois workNet account, it will sync
now.
. If the customer does not have an Illinois workNet account,
one will be set up for them.
2. Career planner selects option to complete initial application with
customer.
&

YOUTH CAREER PATHWAYS

CUSTOMER COMPLETES ON THEIR OWN

Career planner adds customer.
. If the customer has an Illinois workNet account, it will sync
now.
. If the customer does not have an lllinois workNet account, one
will be set up for them.
Career planner selects option to send customer link to the initial
application.
Customer will select link and log into their Illinois workNet account to
complete the application.
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There are two options for completing the application:

ADD CUSTOMER

Email Sent to Customer!

[WN ACCOUNT STATUS

YOUTH CAREER PATHWAYS

Username: SLuntha

Password: Luntha070800

Status: New Account Created

Secret Question:nUl|

Secret Answern|

Send customer link to the initial application

Complete initial application with customer

Add next customer

lllinois workNet® is sponsored by the Department of Commerce
and Economic Opportunity.
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APPLICATION




COMPLETING THE APPLICATION AGREEMENT
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L YCP APPLICATION

lllincis workNet helps people reach their training, employment, and career goals.

HI, INFO@TRAIN17_SIUCCWD.COM~

You will need to have your current and past employment information including start and end dates to complete this applicaticn.

This application contains voluntary questions to help determine if you are eligible for additional services. This infermation will be kept confidential and is
intended for use solely in connection with record keeping and affirmative action requirements, and to help you in identifying additional resources that can assist
you. You will not be penalized for your refusal to answer.

Individuals completing this application will receive updates and information to help them reach their career, training, and employment goals.

By completing the application, you agree to allow career planners to review your information for potential participation and certify that the information you
entered is accurate to the best of your knowledge.

| have read the Terms of use and Privacy Policy and agree to complete the application.

Cancel Start New Application

@ 2021 - lllincis workNet®
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COMPLETING THE APPLICATION PROFILE
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Profile
—O—
First Name * Betty
Last Name * Test
Date of Birth * B 2/12/2004
Social Security Number KHX-XX-1002

(Format: XXX-XX-XXXX) ~

Confirm Social Security XXX-XX-1002
MNumber (Format: X0-XX-

X000 *

Email * btest@noemail.com

Confirm Email *
Street Address 1*

YOUTH CAREER PATHWAYS lllinois workNet”® is sponsored by the Department of Commerce
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MPLETING THE APPLICATION SITUATIONS
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P APPLICATIO

Profile Situations

_O—

Eo yeu have any snufilloms that need to EDUCATION
& planned around?

O 1am currently in schosl.

[J 1 have a hard time with reading, writing, and/or math.

[ 1 have trouble with reading or speaking English.

[J I dropped out of high schaal.

[ I have not attended high school in the last quarter.

[ I nzed help to enter or complete an educational program or to secure or hald employment.

PHYSICAL/HEALTH

O 1 have 2 disability that makes it hard for me to do certain things.

[ 1 have feelings, fears or worries that interfere with my ability to accept and maintain work.
[ 1 am taking any medication that may have an affect on my ability to work.

[ I need help with medical fees and supplies.

[ 1da not have health insurance.

[ I have health insurance.

FAMILY

O 1am in foster care.
[ 1 have aged out of foster care.
| am a runaway.
[ 1'am pregnant.
[ 1 have children and would need help getting childcare.

[ I provide care to someene and need to make sure that person is cared for while | am at wark or in training.
1hziie hoan = wirkim nf damactic win lanra
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COMPLETING THE APPLICATION EDUCATION
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L YCP APPLICATION
Profile Situations Education
®)

Do you have a high school diploma, Orves Ono
General Education Development (GED)
certificate, or High School Equivalency
Diploma (HSED)?
Highest Level of Education *
Select hd
Do you know if you've taken any of [ mase
these assessments in the last 6 [ casas
months? st
[ other
Can you follow basic written instructions Oves Ono
and diagrams with no help or just a little
help?
Can vou fill out basic medical forms and Oves One
YOUTH CAREER PATHWAYS lllinois workNet”® is sponsored by the Department of Commerce 10
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COMPLETING THE APPLICATION ELIGIBILITY CHECK
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L YCP APPLICATION

Profile Situations Education Eligibility

O -/ 9 O

You may be eligible for WIOA youth services. Please click the button below that best reflects your choice.

Continue with Application. I'm not interested.

© 2021 - lllinois workNet® - V: 0.1.5
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COMPLETING THE APPLICATION INTERESTS
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A YCP APPLICATION

Profile Situations Education Eligibility Interests

o /. @ O O—

It is useful to identify your goals and how you want your life to be ance you are working. It will help you stay motivated. List how your life would be better if you
had a higher level of income.

Reason 1*
Reason 2

Reason 3

Go through the Career Cluster Inventory with the customer, and enter their 1st, 2nd, and 3rd career pathway choices. If they've taken the inventory in the past,
you may view the existing results and enter their 1st, 2nd, and 3rd career pathway choices.

Take the Career Cluster Inventory View Existing Inventory Results

First Choice * Select v
Second Choice Select hd
YOUTH CAREER PATHWAYS lllinois workNet”® is sponsored by the Department of Commerce
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COMPLETING THE APPLICATION TRAINING
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L YCP APPLICATIO

Profile Situations Education Eligibility Interests Training

_O—

‘What type of training would be best for O Classroom Instruction
you? Select all that apply. * ] Training that | get while on the job (like OJT, apprenticeship, work experience)

‘What length of time are you willing or able te ke in training?

Select hd

‘Which of the following are you most interested in attending? Select all that apply. *

Click to select all that apply

‘What steps have you already taken? * Researched career, wages, and trends.

Researched schoals in the area.

Applied to a Schoel

Start training already.

Have researched or applied for finacial aid or a scholarship.
No Actions Taken.

Other

ODoooooog

YOUTH CAREER PATHWAYS lllinois workNet”® is sponsored by the Department of Commerce
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COMPLETING THE APPLICATION JOB GOALS
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Profile Situations Education Eligibility Interests Training Job Goals
O_

‘What are your immediate employment Full time

goals? * [ Parttime
O I want to go to training, then find a job once | complete my training.
[m] I am not sure that | want to work right now.

What schedule are you willing to work? * O Day
O Evening
0O Night
O Weekdays
O Weekends

Cancel Save and Go To Next Page
AAnnA e
YOUTH CAREER PATHWAYS lllinois workNet”® is sponsored by the Department of Commerce
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COMPLETING THE APPLICATION JOB HISTORY
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Profile Situations Education Eligibility Interests Training Job Goals Job History
O
What is your current ‘ | am unemployed and | have been actively looking for work. v

employment status? *

Enter your employment history. = [RaSRMEL LS

Your Employment History

Name Start Date End Date Job Title v

No data available in table

Showing 0 to 0 of 0 entries Previous Next

In your current or prior jobs, which one did you like the most?

YOUTH CAREER PATHWAYS lllinois workNet”® is sponsored by the Department of Commerce
and Economic Opportunity.
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COMPLETING THE APPLICATION OTHER CONSIDERATIONS
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L YCP APPLICATION

oy © DASHBOARDS~ & CUSTOMERS 48 GROUPS L & 1T -4

Profile Situations Education Eligibility Interests Training Job Goals Job History Other Considerations
& N o & & & & P
w 7 L 4 v L 4 b 4 1o
Some training programs/employers Select one. ~

require you to be drug free for 30-120
days. In those cases, they will reguire you
to complete a drug test. Will you be able
to pass a drug test? *

How will you get to a training or worksite? | own a car.
Select all that apply | can get a ride.

| take the bus.

| can take a train/subway.

| have no reliable transpartation options.
Other

Ooooooo

How far would you be willing to travel to a

(O Less than 5 miles.
training or worksite?

O Between 6 and 15 miles.
O Between 16 and 25 miles,

) 26 miles or above.

YOUTH CAREER PATHWAYS lllinois workNet”® is sponsored by the Department of Commerce 16 @ @
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INTAKE REVIEW

— e,
B uonsvoonros. W souces @ B w | neogTRANT SuCCHDOM-
ONCE THE APPLICATION IS COMPLETE, YOU WILL . YOUTH CAREER PATHWAYS INTAKE REVIEW
COMPLETE THE REST OF THE INTAKE PROCESS. - —
N S
WE WILL BE PUSHING OUT ADDITIONAL USABILITY o —— ==
UPDATES FOR THE INTAKE PAGE! R rrree—s o (@

VERIFY ELIGIBILITY ) ey

You will Complete Program Eligibility by verifying that the customer is
eligible to participate in the program via the required documentation. [vctons |

Mark Customes
as not eligible or
not participating

di
Inital Appication

INFORM CUSTOMER OF REQUIREMENTS & ADD ASSESSMENTS
Inform the customer of the program requirements and add any

assessments a customer has completed to their profile. S
. Verify eligibility and enroll the customer
PROVIDE CUSTOMER WITH CAREER PLAN INFORMATION \ L ————
Using the information in this section, provide the customer with -
information on how to access their career plan. Once completed, ensure
you update the section.

YOUTH CAREER PATHWAYS lllinois workNet”® is sponsored by the Department of Commerce 18 @ @
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INTAKE REVIEW VERIFY ELIGIBILITY
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ELIGIBILITY DETERMINATION FOR MIKE GAMPY

Basic Info Education Physical Financial Employment

9 © /. /. O

If a question is not answered correctly or cannot be verified, the application can be updated. Once the application is updated, this page can be refreshed to see the

WeEICEE WSV  Update Customer Responses

I am eligible, receiving, or exhausted unemployment benefits.
[ 1 Unemployed and receiving Ul benefits

[ ] Eligible but not receiving Ul benefits

[ ] Exhausted benefits

Select Verification Type ~

2. Verify eligibility

Complete Program Eligibility
Refrash page to show most recent Eligibility results. o Tenure Tenure Definition
No v
Enrollment Status

Not Enrolled - Eligibility Not Complete v

Before enrolling this customer, obtain a signed eligibility form by the participant and career planner.

Save

YOUTH CAREER PATHWAYS lllinois workNet”® is sponsored by the Department of Commerce 19 @ @
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INTAKE REVIEW ADD ASSESSMENTS

3. 1M CUSIOMET Was [ OWO0e0 INMONTGEDCT al OesChies [ Mallres and oW 10 meOT L B
Complota Megded

acoass their carear plan,

e subrmits

Suberittod 86,2020 4:18 P

C urmentation

Verify eligibiity and enroll the customer

& View Elgibaity Verfication Saved 8/6/2020 4:22 PM
Refresh page to show most recent Ebgibdity results

This cusiormer has been found ehgible a9 |n schoaol '\rﬂq.lth.

» [afor Culommer of program requirements and compdete addilional aisessments as needed.
o Thee 1s
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INTAKE REVIEW INFORM CUSTOMER OF CAREER PLAN

]

YOUTH CAREER PATHWAYS

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

A. Use Customer’s Career Plan to:
o Discuss initial application responses saved in the career plan and add a 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.
o Make sure the customer agrees to the plan. If not, make adjustments so they are on board with the
plan.
o 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

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 can see a history of updates to their plan.

o

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.

([ I have provided the customer with features and how to access their career plan.

Go to the Customer's Career Plan

lllinois workNet”® is sponsored by the Department of Commerce 21 @ @
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THANKS FOR VIEWING!

YOUTH CAREER PATHWAYS
PY2021

Contact us:
J (217) 303-5855

S Olivia.Miller@siu.edu

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 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.




