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Purpose Audience

This document is intended to explain how . . .
This document is designed to
to complete a customer application in

guide both trainers and end
IWDS 2.0.

users through the process of
completing a customer
application in the IWDS 2.0
system.

Important System Rules

Questions adapt based on your responses. Additional questions may appear, or
unnecessary ones may be skipped, creating a dynamic and intuitive experience.
Some questions are only presented when a career planner is logged in and
completing the intake with the customer.

All customers are required to complete Prescreening before an Application record

can be created. A customer may have only one Prescreening or Application record
open at any given time. For additional details about the Prescreening process you

can use these quick start guides:

e Accessing the Prescreening — Career Planner
e Accessing the Prescreening — Self-Service
e Completing the Prescreening
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2o Completing the Customer Application
ﬁggn P 9 PP

+ After completing the
Prescreen, the customer or
Welcome, Sam Tester!
CO reer P I O n n e r CO n CO m p | ete CAHEES You've completed the first step. You are now ready to begin the application. This application helps us see if you

may be eligible for WIOA programs and services to support your goals.

. .
the O p p | I thlo n . This application will take 10 - 20 minutes to complete. You will begin by answering questions about your

situation. Near the end of the application, you may choose to upload documents to support your spph(at\on“

Welcome to the Application: Introduction

et ELD Sam Tester (Stester@fakemsil.com)

Profile

[ ] The I ntrod uCtiOn qu e Your information is safe and private. We cnly use your informaticn to find the right help for you. You can read

more in our [Privacy Policy].

displqys next Steps O nd O n If you need support at any time, you can visit your local American Job Center for in-person help, language

support, or accommodations.

ability for the customer to b

Take your time and answer each question as best you can.

Find Local Help. Th s o ot Sy, mricn JoCorte s sl gporudty srpleyrrogar, Ausliy s andseices
ith disabilities. All voice

ces ae
available upon request to individusls wi ice telzphone numbers may be reached by persans using TTY/TOD equipment by
calling TTY (804) 526-0844 or 711,

Save and Exit X Cancel

* The customer can Save and

Exit at any point.

+ Select Next Page to
proceed through the
application.

Profile Page

« The Profile page asks for

Welcome to the Application: Profile

Sam Testr Stoster@Takernaicom
Introduction s :

confirmation of information

| Required fields are marked with an asterisk ().
Contacts

from prescreening and

Please confirm this information is correct.
First Name* Middle Initial Last Name*

additional customer o

Preferred Name Zip Code*

demographic information o

H H Pl h: living situation. Which of these best describy ol
such as address, living e

1 need a permanent place to live

situation, preferred contact et e

What is your marital status?*

methods.

Single X v

What is your street address?”

+ Enter the required information

springfield, IL 62703

to move forward in the
application.
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Add Contact Information T —

Introduction
“ Profile
« The Contacts Page allows a —

Name T=  Relationship 1l  Phone Number Tl Receives SMS 1L Email Tl

customer to enter additional

No contacts have been added.

contacts and their information.

The lllinois workMNet Center System, an American Job Center
ausilable upen request to individuals with dizabilities. All voice 1 e
=

n <gusl Spperiunty smeleyeprogram. Ay sids and =
phone numbars may be reachad by persons using TTY/TDD :| e ml:
TTY (800) 526-0844 or 711

« Clicking Add Contact opens a
modal to enter necessary

Add Additional Contact

information for records in the

Complete the information below te add an additional contact.

C u Sto m e r p rofi | e Please share the first name of your additional contact.” Please share the last name of your additional contact.”
.

First Name is required
° Add informqtion O nd CIiCk sqve. \:Nha( is the best phone number to reach this individual?  Is this number able to receive text messages?
Yes No
-

+ Additional Contacts are not

What is the best email address to reach this individual? What is your relationship to this individual?*

v

required.

RSl X cance

Veteran Information

The Customer Wi” Confirm the Welcome to the Application: Veteran

q Sam Tester (Stester(@fakemail com)
Introduction ! “ !

Veteran information is correct. Profle
* QueStlon Onswers Ore Condltlonqll Please:anfirmthis!'_r:fcrmalinniscnrred:.
answering as a veteran will Pate i e

Yes No Prefer Not to Answer
prompt follow up questions.

| Required fields are marked with an asterisk ().

Are you a transitioning service member?* O]

Yes No Prefer Not to Answer

‘» lin s\:}rkl\et( niter System
ilable upon request to individu \wlhdsal:l

ter is 3n equal of cprortn rtysrr'p\ orere p:)gzn‘A | iy sids and s
voice tel Iph e rumbers may be resched by persons using TTY/TDD q pmeml:
ng TTY [800) 526-0844 or 711,

Save and Exit X Cance! Next Page =
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ﬁ Private Information
\——

e The customer will confirm the
Private information is correct.

e This page includes private and
sensitive information.

e Note: The customer has the
opportunity to upload
supporting documents, but
can move forward without
those during the application
process.

Education Information

Introduction
Profile

Contacts

Welcome to the Application: Private
Sam Tester (Stester@fakemail.com)

Let's make your application easier!
We've listed some information from your prescreening. Please take a moment to check that it's correct.
If you have documents that support this information, you can upload them now to help speed things up.

Don't worry if you don't have them yet—you can still move forward! A career planner at your local office
can help you get what you need in the next step.

Required fields are marked with an asterisk (7).

Please confirm this information is correct.
Do you identify as a person of Hispanic or Latino ethnicity?*

Yes No Prefer Not to Answer
Race™
White & X v
Date of Birth”
01/01/2000 S|

Are you a US citizen?”

Yes No

e The Education page allows
the customer to select their
level of school or training
from a drop down.

¢ Select Next Page to save
and move forward.

Introduction

Profile

Contacts

Education

Welcome to the Application: Education
Sam Tester (Stester@fakemail.com)

Required fields are marked with an asterisk (*).

What is the most school or training you've finished so far?*

| earned an Associate's degree (2-year college degree) Xov
The lllinois workNet Canter System, an America an equal opportunity employer/program. Ausliary sids and services are
available upon request to individuals with dissbiliti = telephone numbers may be resched by parsons usin g TT¥/TDD equipment by

TTY (800) 526-0844 or 711.

€ Previous Page Save and Exit X Cancel Next Page =
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Employment Information

The Employment Page allows

the customer to confirm T
information provided in the o

Prescreening and provide
additional information.

Note: A layoff will prompt the
customer to select the
employer from a search to
match a layoff record.

Select Next Page to save and

Employment

Welcome to the Application: Employment
Sam Tester (Stester @fakemail com)

Required fields are marked with an asterisk (*).

Please confirm this information is correct.
Did you lose your job even though it wasn't your fault or get a layoff notice?”

Yes No

I lost my last job and had to take other work, but | am earning less than before or | don't have health
care coverage.*

Yes No

The llincis workNet Center
susilable upon request to indiv

‘£qusl opportunity emplayer/program. Auxliary sids and s
er'l.mbersmybe ached by persons usi gTr"TDD equi pmeml:

calling TTY (500) 526-0344 or 711
& Previous Page Save and Exit X Cancel Next Page

move forward.

Family & Household Information

The Family & Household
Information page allows
customers to select all situations
that apply to them. Additional -
questions may appear depending Emplymen

on selections.
Select Next Page to save and
move forward.

Family & Household

Welcome to the Application: Family & Household
Sam Tester (Stester@fakemail.com)

bo any of the following apply to you? Select all that apply.”
1 or someone in my family gets SNAP (food stamps, EBT) or we got them in the last 6 months

1 or someone in my family gets TANF (Temporary Assistance for Needy Families), or we got itin the last 6
months

| or someone in my family gets 55| (Supplemental Security Income)

| or someone in my family gets other cash help from the state or local government, or we got it in the
last 6 months

| or someone in my family gets Refugee Cash Assistance or we got them in the last 6 months

None of these describe me

Choose an Option

The Illingis \:xkl\e\c nter System,
ingii

can & equal opportunity smpicy pogmAIyd:l
silable upon reque: dlwlhdsabl

=
voice Iph & nurmber .smaym ached by pe sing TTY/TDD equi pmsml:

calling TTY [800) 526-0844 or 711
£ Previous Page Save and Exit X Cancel Mext Page >
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Career Planner Guidance

hd StOff ASSISted Appllcatlon Welcome to the Application: Introduction
. . . robie Anderson [robie@fakemail.com)
completion will display
oge . . ~ | Guidance for Career Planners I
additional information e _
As a career planner, it is your role to ensure the correct programs are selected to best support the
. Contacts .
customer's goals.
while the Career Planner ’
Veteran There may be instances where local policies allow a customer to qualify for a program that the system
CO m p I eteS the . cannot determine. This screen provides the opportunity to select any additional programs the customer
FLER should move forward with in the application process.
CI p pl |COt|O n. Education If a customer is recommended for multiple programs but you initially plan to certify them for only one, itis
Employment recommended that you still complete the application for all recommended programs. This will allow for a
° Introd uction page Wi I I g ive FHTE smoother process if the customer later needs services under a different funding stream.
. e Additionally, if through conversation you determine the customer is eligible for a program you may select it
CO reer P I O n n e r g u | dCI nce below and move forward with the application. Some customers may have misunderstood the prescreening
questions or forgot to provided information that meets eligibility requirements. Below are the application
fo r CO m p | eti ng th e options with the system recommendations from prescreening preselected.
application
Aduit
e Select Next Page to save & voutn
Dislocated Worker
and move forward.
e The Career Planner tab
. g & Back to Customer Profil Welcome to the Application: Career Planner
WI | I h ave d d d |t| ona I robie Anderson (robie@fakemail.com)
. Introduction
q u eStlo n S to O n Swe r for the Profile | This custorner did not meet the basic skills deficient criteria through the Skills Screening Tool. |
CO reer P I O n n e r for pOte nth I Coglat Does the customer meet the Basic Skill Deficiency requirements in other ways?*
next ste ps. veterEn Yes | Mo
. . . . . Private
e Exit the application by clicking
Education This custormer did not meet the English Language Learner criteria based on their application
.
Save and Exit. ployment responses.

Family & Household

Career Planner

Based on your interactions, have you observed anything that indicates the customer may still be an
English Language Learner?™

Yes No

The llinois workNet Center System, an American Job Center, is an equal opportunity employer/program. Auwiliary sids and services are
avsilable upon request to individuals with disabilities. All voice telsphone numbers may b reached by parsons using TTY/TDD equipment

by calling TTY (800 526-0844 or 711,
PSP RN 1050: Nt Poge >

The lllinois workNet Center System, an American Job Center, is an equal opportunity employer/program. Auxiliary aids
and services are avdilable 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.
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