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Purpose 
This document is intended to explain how 
to complete a customer application in 
IWDS 2.0.  
 

 

 
  
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: 
 
 

• Accessing the Prescreening – Career Planner 
• Accessing the Prescreening – Self-Service 
• Completing the Prescreening  

 
 

 
 

Audience 
This document is designed to 
guide both trainers and end 
users through the process of 
completing a customer 
application in the IWDS 2.0 
system.  
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Completing the Customer Application 
• After completing the 

Prescreen, the customer or 
Career Planner can complete 
the application. 

• The Introduction Page 
displays next steps and an 
ability for the customer to 
Find Local Help. 

• The customer can Save and 
Exit at any point. 

• Select Next Page to 
proceed through the 
application. 

 

Profile Page 
• The Profile page asks for 

confirmation of information 
from prescreening and 
additional customer 
demographic information 
such as address, living 
situation, preferred contact 
methods.  

• Enter the required information 
to move forward in the 
application.  
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Add Contact Information 
• The Contacts Page allows a 

customer to enter additional 
contacts and their information.  

• Clicking Add Contact opens a 
modal to enter necessary 
information for records in the 
customer profile.  

• Add information and click Save. 

• Additional Contacts are not 
required.  

 

 Veteran Information 
• The customer will confirm the 

Veteran information is correct.  
• Question answers are conditional, 

answering as a veteran will 
prompt follow up questions.  
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  Private Information 
• The customer will confirm the 

Private information is correct.  
• This page includes private and 

sensitive information.  
• Note:  The customer has the 

opportunity to upload 
supporting documents, but 
can move forward without 
those during the application 
process. 

 
 
 
 

Education Information 
 

• 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. 

 
 
 
 
 
 
 
 
 
 

https://helpdesk.illinoisworknet.com/
https://helpdesk.illinoisworknet.com/
http://www.illinoisworknet.com/
https://iwds2.dceo.illinois.gov/


Completing the Application 
IWDS 2.0 TECHNICAL TRAINING DOCUMENTS 

powered by 

Helpdesk.illinoisw
orknet.com 

 

| www.illinoisworknet.com 
 

 

 

IWDS 2.0 Site 
 

 
 

Employment Information 
• The Employment Page allows 

the customer to confirm 
information provided in the 
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 
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 
on selections.  

• Select Next Page to save and 
move forward. 
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Career Planner Guidance 

 

• Staff Assisted Application 
completion will display 
additional information 
while the Career Planner 
completes the 
application.  

• Introduction page will give 
Career Planner guidance 
for completing the 
application. 

• Select Next Page to save 
and move forward. 

• The Career Planner tab 
will have additional 
questions to answer for the 
Career Planner for potential 
next steps.  

• Exit the application by clicking 
Save and Exit. 

 
 
 
 
 
 
 
 
 
 
 
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. 
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