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Overview

User Acceptance Test (UAT) Release #14 cycle 1, has been deployed to the SIU UAT environment. Security
constraints for this environment will require a login through the State Login Portal. When you follow the link to
the UAT environment, the system will route the user to the State of Illinois Login. After a successful login, the
user will be returned to the UAT environment where IWDS-2.0 is running.

When the user is returned to the UAT environment, there will be NO security role permission constraints to
access the application at this time. Security permissions will be deployed later.

It is still important not to enter any personal identifiable information (Pll).

Purpose

The purpose of Release #14 cycle 1 is to review Services and how they relate to Goals & Objectives on the
Career Plan. The UAT cycle will be open from March 5th — March 19%, 2026. This provides you with 10 working
days to complete the review. Your participation is appreciated.

UAT Release #14 — Cycle 1 Expectations & Homework

Homework Areas
For this week, UAT tasks will focus on the following key areas listed below:
e Navigating to the Career Plan
e Career Plan List View (All)
e Career Plan List View (Goals & Objectives)
e Adding a Goal & Objectives
e Viewing a Goal & Objectives
e FEditing a Goal & Objectives
e Career Plan List View (Services)
e Adding a Service
e Viewing a Service

e Editing a Service

Due Date

Please complete your testing in these areas and submit your feedback by EOD Thursday, March 19th.
This will give us an opportunity to address any issues prior to the next release.

UAT Guide - Release 13 -2- 3/3/2026
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Access to UAT Environment

To access the UAT environment in your browser, follow the link provided here.
https://testapps.illinoisworknet.com/iwdst-Preview

Reporting Issues

Please document any issues, bugs, or enhancement requests you identify in our shared notebook - UAT
Reporting Notebook . The main purpose of using a shared notebook is for collaboration between members
of the UAT team and Business Analysts. This will cut down on duplicate issues being reported.

When logging your entries:

You should document this information as you are completing your UAT work.

The first page of the notebook is labeled as Example Issue Reporting. Please refer to that page
to get an idea of how you can report an issue.

o Inthe notebook, you will find a section labeled Release #14 — Cycle 1. The section is divided into
several pages; each page is specific to the pages of the training plan. Ensure that each item is
tracked under the correct category for the cycle and feature set you are providing feedback on.

Be concise but detailed.
If multiple issues arise in one area, log each one separately for clarity.
Please add your name/initials to your entry.

e If you have issues accessing the OneNote notebook- Please contact one of the Business Analysts (BA) on
the team. The business analysts are:
Laura Menke - laura.menke@siu.edu

o Andi Grabemeyer - andi.grabemyer@siu.edu

o Al Menke - al.menke@siu.edu

o Olivia Miller - olivia.miller@siu.edu

o Lynette Tritz - lynette.tritz@siu.edu
Expectations for UAT

As you test these areas, please keep in mind the following best practices:

e Test Thoroughly: Ensure that you navigate through all functions and features within these areas. Pay
attention to any discrepancies between expected and actual results. Please explain your expected
results and the actual results you found.

e Detail-Oriented: When reporting issues, provide as much context as possible, including:
o Steps to reproduce the issue

o Screenshots or recordings, if possible

UAT Guide - Release 13 -3- 3/3/2026
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o Browser or device used during testing
o Actual outcome vs. Expected outcome

e Feedback Categories — The SIU team will categorize your findings into three (3) possible classifications.
o Bugs- When the system does not perform as expected, and the system is not performing
according to the requirements, then a bug will be reported, tracked, fixed, and retested.

o Issues- If the system is performing according to the requirements, but the user feels that the
requirement was not captured correctly or now the user feels like the requirement is just not
working as expected, then this is recorded as an issue. Issues are tracked and prioritized for

change.

o Enhancements- Once we are in UAT and the users recognize an area that could be improved,
then this will be also logged as an issue and tagged as an enhancement.

Best Practices for Effective UAT

e Think like the end user: Approach your testing from the perspective of someone unfamiliar with the

system. This will help us identify usability issues and areas for improvement.

e Be specific and thorough: The more specific your feedback, the easier it will be to address. Include

specific steps, expected outcomes, and actual results.

e Provide context: Always give context for your feedback. For instance, explain why an enhancement

would improve the user experience or system performance.

By following these guidelines and providing detailed feedback, you’re helping to ensure the final product meets

user expectations and performs as intended.

UAT Guide - Release 13 -4-
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Step-by-Step Guide

Managing the career plan is an essential part to assist a customer in reaching their goals. This UAT will focus
on adding Services to the customer’s career plan and associating those services with Goals & Objectives.
The career plan is in the context of an application for one or more programs that a customer is eligible. In
IWDS-2.0 the career plan is a universal career plan, dynamic and active, replacing the previous hard copy
Idividual Employment Plan (IEP) and Individual Service Strategy (ISS).

Note: In IWDS-2.0, a service must be associated with a goal and objective. Currently the system will allow the
user to add a service that is not associated with a goal and objective. In the next release, this system will not
allow the user to add a service without first having a goal and objective in the plan.

Navigating to the Career Plan

Before getting into the essential elements of working with the Career Plan, we will discuss the steps necessary
to access a customer, their active application, and navigation to the career plan area.

Note: In the current system we have not associated the user with a career planner role or LWIA. Because of this,
you will see all customers on the customer landing page, and it will not default to a specific LWIA’s or career
planner’s customer.

Select Customers from the main menu. This will navigate to the Customers management landing page.

Home Dashboard Reports Management Tools

The Customers’ landing page is a two (2) panel page with a Search Customers panel on the left and a
View Customers panel below.

Note: Since the customer search panel has been covered in multiple UAT sessions, it will not be covered here, we
will go directly to selecting the customer.
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Search Customers 4—

Name  Quick Search Full Search

Date of Birth
SSN Last 4

Programs

Select a Program... v

Status

Select a status... v

‘ Advanced Search >

B (=

»

View Customers ©

Customers Applications Pre-Record Intake

Last Name Tu First Name 10 Preferred Name 11 Date of Birth 11 Number of Applications
Adams Scarlett N/A 04/04/2007 1

Adams Scarlett N/A 10/02/1994 0

Alvarez Sophia N/A 03/30/1987 1

anderson Jjames N/A 01/25/2008 0

Anderson robie N/A 12/21/2007 1

Baker Kennedy N/A 02/21/2008 0

Bell Audrey N/A 05/04/2005 0

Bennett James N/A 06/22/2007 0

Brooks Bijah N/A 12/20/2007 1

Brooks Elijah N/A 02/22/2008 0

53 Entries Page 10f 6 1 2 5 4 5 > » 10

+ Add Customer [

WA 11

20

N/A

20

N/A

20

N/A

N/A

N/A

20

N/A

Zip Code 11

62701

62701

60439

62704

62704

61761

60604

60606

61801

61801

&

When you find the Customer with an Application in the list that you want to work with, the first column contains the
Last Name as a link (to the customer profile) that is underlined. Select the Name link for the customer that you want

to work with.

Search Customers

A Switch View

Name Quick Search Full Search

Date of Birth

SSN Last 4

Programs

Select a Program...

Status

Select a status...

‘ Advanced Search >

Reset

Note: Each UAT user will be issued a customer persona, please find that customer in the list and select it.

UAT Guide - Release 13

Customers Applications
Last Name 1.  First Name
Monroe Katelyn
Morgan Alex
[S] Morgan Caleb
Morris Jackson
- Marcus
Nauyen Zoe
O'Connor Liam
| oriz Jonathan
Parker Peter
‘ Parker! Peter1
120 Entries

#2 View Customers @

Pre-Record Intake

u Preferred Name 11 Date of Birth
N/A 06/21/2007
N/A 02/02/2008
N/A 04/20/1981
N/A 07/02/1991
Mark 09/02/2000
N/A 09/10/1999
N/A 07/22/1995
N/A 02/04/1983
N/A 09/15/1995
N/A 02/09/2000

Page8of12 « < 6 7 8

n

Number of Applications

0

0

it}

<+ Add Customer [EEE=SEEERN

LWIA 1l ZipCode 1!
N/A 62458
N/A 62704
N/A 60101
N/A 60611
10 62629
N/A 60208
N/A 60613
N/A 62701
N/A 62711
N/A 62722

3/3/2026



ILLINOIS\

e workNet
(]

lllinois UAT Release #13 Cycle 1 - Guide
Department of Commerce Author: SIUC CWD

& Economic Opportunity

OFFICE OF EMPLOYMENT & TRAINING Created : 1/24/2025
JB Pritzker, Governor
Updated: 03/03/2026

CENTER

~ % )
amencanjobcenter

After selecting the customer link, the Customer Profile page will open. View the page and get familiar with it.

Customer Profile: Marcus Morris (He/Him/His) ¥

Preferred Name Preferred Communication Method  Primary Phone Number Email
Mark Ten @17)851-8440 MarcusM1.

Customer
Information

This screen is showing the top half of the View Page.

ntake Summary Customer Information

Profile Information m
Note: This page is going through multiple upgrades Tt Summany | it Name il i st ame

to improve its look and feel. Your focus will be on prtereane ey moneturber s

Seif Services &
Information Only

finding the application oo T iz

He/Him/His
Referrals Yes
JR— Date of Birth Secondary Phone Number Preferred Communication
09/02/2000 NA Method
Uploads Text
— Age Secondary Phone Receives Text  LWIA
25 years, Smonths, 156aysoid  Messages N/A
Logs N/A
IWN ID N Username
ntake Summary
Prescreenings
Completion Type 1 Status Expires On 1L Actions
No Prescreenings Found!
Applications
Name AppDatel”  Program  Sub-Program Status 1. Career Plannerl!  Actions
Marc Adult (WIOA 1), Dislocated Worker (WIOA
2/07/2026 Wi R Applicant  VICKY Mi ®
Morris 02072026 WIoA 1D), Youth (WIOA 1Y) ppiort  VICKY MILLER ©
1Entry Page 10f 1 1 110 v

UAT Guide - Release 13 -7- 3/3/2026
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Find the Applications section in the middle of the page to see the active application in a grid. The Actions View Icon is
located at the far right of the row.

This screen shows the bottom half of the View Page.

Customer Profile: Marcus Morris (He/Him/His) v

Preferred Name Preferred Communication Method Primary Phone Number
Mark Text (217) 851-8440

Customer Information

No Prescreenings Found!
Intake Summary

Profile Information Applications

Name AppDate ¥ Program  Sub-Program Status 1. Career Planner 1. | Actions
Participant Summary Tools
— Marc Morris 02/07/2026 WIOA Adult (WIOA 1A), Dislocated Worker (WIOA 1D), Youth (WIOA 1Y) Applicant VICKY MILLER ®
Seif Services & Information 1Entry Page 1 0f 1 1 110 v
Only Services
Referrals Program Services

Select an Application to view corresponding services

Assessments

App Date: 07/02/2026 - WIOA - Adult (WIOA 1A), Dislocated Worker (WIOA 1D), Youth (WIOA 1Y) v
Uploads

Service Name W Completion Status Start Date 1 End Date 1
Resumes
Logs No Services have been added for this customer.

0 Entries Page 0 of 0 0 10 v

Profile Information

Private Information

Race Hispanic
White No
Sex Assigned At Birth Identifies as a Person With a Disability
Male No

Sexual Orientation
N/A

Veterans Information

Veteran Status Transitioning Service Member Qualified Spouse of a Veteran
No N/A N/A

Additional Contacts

Name Relationship Phone Number Receives Text Messages Email

Sally Steinbeck Cousin (888) 345-3422 No /A
When selecting the Actions View Icon, it moves the user to the “What Area Do You Want to Work In?”.

Select the Career Plan in the “What Area Do You Want to Work In?” selection dropdown.

Customer Profile: Marcus Morris (He/Him/His) >

Application Summary >
Quick Links pplicati y

Intake - Prescreening What Area Do you Want to Work In?

Career Plan Career Plan v

Recommendations

Plan
Intake
Signatures
Outcomes Career Plan

Credentials out

- utcomes
Measurable Skill Gains
Employment Follow-up

Education
INULE: 1183 ICGLUIT £ LUIISTIUY UICHI-UIIY (10 AT PEISISICIHLE Yo

Follow-Up

Transition

Exi

ummary

Follow-up Activities

UAT Guide - Release 13 -8- 3/3/2026
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After selecting the Career Plan area, a three-tab page is displayed with Recommendations as the first tab, Plan as the

second tab, and Signatures as the third tab.

What Area Do you Want to Work In?

Career Plan

Recommendations Plan Signatures

There are two ways to navigate to the Plan in the Career Plan area. First, notice the Quick Links section in the left

navigation panel. Click on Plan link.

& Back to Customer Profile Customer Profile: Elijah Brooks >

Application Summary >
Quick Links PP i

Intake - Prescreening What Area Do you Want to Work In?

Career Plan

Career Plan
Recommendations
Signatures
Recommendations Plan Signatures
Outcomes

The system will navigate to the Career Plan area, and the Plan tab should be in focus.

& Back to Customer Profile Customer Profile: Elijah Brooks >

Application Summary >
Quick Links PP i

Intake - Prescreening What Area Do you Want to Work In?
Career Plan Career Plan
Recommendations

Signatures

Recommendations Plan Signatures
Outcomes

Second, In the Career Plan area, notice the Plan tab. Select the Plan Tab.

Customer Profile: Marcus Morris (He/Him/His) >

Application Summary >
Quick Links PP Y

Intake - Prescreening What Area Do you Want to Work In?

Career Plan

Career Plan

Recommendations

Plan

Signatures
Plan

Outcomes

Credentials

Measurable Skill Gains Getting Started Assessment

Idnma A guided assessment you can complete in any order.

UAT Guide - Release 13

D start / Continue
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After selecting the Plan Quick Link or Plan tab, the Customer Profile page appears. Select the [Back to Customer
Profile] button.

€ Back to Customer Profile

Customer Profile: Elijah Brooks -
Preferred Name

Preferred Communication Method Primary Phone Number Email
Elijah N/A (217) 555-0105 Brooks@fakemail.com

Quick Links
Intake - Prescreening Application Summary >
Career Plan

Recommendations What Area Do you Want to Work In?

T Career Plan v

Signatures
Outcomes

Credentials a -

Recommendations Plan Signatures

Measurable Skill Gains

Employment
Education Manage Goals, Objectives & Services
Follow-Up . - . .
Key: @ Goals Objectives 4 Services
Transition
Exit Summary View Select a Goal or Objective
CcauekcesSlmte Services v Select a Goal or Objective... v Show Unassigned Services Only =

The system routes back to the Customer Information page.

€ Back to Customer List Customer Profile: Elijah Brooks >

Customer Information

Customer Information

Intake Summary

Profile Information

First Name Middle Initial Last Name
Participant Summary Tools Elijah Brooks
Case Notes Preferred Name Primary Phone Number Address

7 X ; X Elijah (217) 555-0105 1401 W Green St
Self Services & Information Urbana, IL 61801
Only Services
Pronouns Primary Phone Receives Text Messages Email
Referrals A
N/A N/A Brooks@fakemail.com
Assessments Date of Birth Secondary Phone Number Preferred Communication Method
12/20/2007 (217) 555-0115 N/A
Uploads
Age Secondary Phone Receives Text LWIA
Resumes
18 years, 2 months, 4 days old Messages N/A
Logs N/A
IwN ID IwN Username
0 N/A

Select the [Back to Customer Profile] button. The system routes back to the View Customers page.

Search Customers £, View Customers @

Customers Applications Pre-Record Intake
Name  Quick Search Full Search = &
Last Name T: FirstName Tl  Preferred Name 1. DateofBirth 1.  Number of Applications 1l LWIA 1.  ZipCode Tl
Adams Scarlett N/A 04/04/2007 1 20 62701

UAT Guide - Release 13 -10- 3/3/2026
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Career Plan List View (All)

The active career plan is shown on the Plan tab. The Career Plan consists of Goals, Objectives and Services that
have been added by the system automatically or by the career planner from the Recommendations page, or
manually by the career planner.

Select the Plan tab (below). The system now displays the Career Plan with a grid of Goals, Objectives, and Services.

In the middle of the tab page there is an Icon Key depicting an icon for the Goal, the Objectives, and the Services.

Under the icon key is the switch View dropdown filter. This filters the list to (All, Goals & Objectives, or Services).

€ Back to Customer Profile

Quick Links
Intake - Prescreening

Career Plan
Recommendations
Plan
Signatures

Outcomes
Credentials
Measurable Skill Gains

Customer Profile: John Doe >
Application Summary >

What Area Do you Want to Work In?

Career Plan v

Recommendations Plan Signatures

Manage Goals, Objectives & Services

Employment ]
Education Key: @ Goals Objectives <% Services ‘
P —
Follow-Up View Select a Goal or Objective
UEiEEes All v Select a Goal or Objective... v + Add Goal and Objectives =
Exit Summary
Occurrences & Activities
Al Name Tl Status 11 Start Date T| Actions

Participant Summary Tools
Case Notes

Self Services & Information
Only Services

Referrals
Assessments
Uploads

Resumes

Logs

Goals & Objectives i i . i
Build the skills you need to get and keep a job, like good

communication, leadership skills, using computers, and Not Started N/A ®
managing your money.

Services

Build your leadership skills by taking part in hands-on
workshops where you'll practice speaking clearly, solving Not Started N/A
problems, and working with others.

Develop skills to work, learn, and communicate in today’s

- Not Started N/A
digital world. /

<% Workforce Preparation Skills Planned/Not Started N/A ®

To the right of the View All filter is the Select a Goal or Objective dropdown filter. This filters the list of goals and
objectives associated with a service.

View

All v

Type l™

—

v Follow-Up

UAT Guide - Release 13

Select a Goal or Objective

Select a Goal or Objective. v =+ Add Goal and Objectives =

@ Keep a steady job in [specific field/occupation] and meet regularly with a career planner to talk about A

~ your job, set goals, and build on your success at work itart Date T/ Actions
[ Earn new certifications or licenses to help you qualify for better jobs and grow in your career.
VA @

[3) Talk with your career planner every month for a year to help with your job and future career.

[2) Learn and use ways to solve problems at work to handle tough situations and keep moving forward.

-11- 3/3/2026
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To the right of Select a Goal or Objective dropdown there is an [Add Goal and Objectives] button. This routes to the
Add Goals page.

View Select a Goal or Objective

All v Select a Goal or Objective... v + Add Goal and Objectives | + Add Service [ES

To the right of the [Add Goal and Objectives] button is an [Add Service] button. This appears when the list is filtered
to All, or Services.

View Select a Goal or Objective

All v Select a Goal or Objective... v =+ Add Goal and Objectives | + Add Servi

To the right of the [Add Service] button is the column selector hamburger icon. The column selector hamburger icon
provides the user with a way to add or remove columns from the grid.

View Select a Goal or Objective
All v Select a Goal or Objective... v =+ Add Goal and Objectives

The View filter dropdown selection defaults to All. Under the filters and buttons row is the grid listing Goals,
Objectives, and Services that have been added to the plan.

€ Back to Customer Profile Customer Profile: John Doe v

Preferred Name Preferred Communication Method Primary Phone Number
John N/A N/A
Quick Links
Intake - Prescreening Application Summary v
Career Plan Program Subprogram(s) Application Status Application Date
Recommendations WIOA Adult (WIOA 14) Applicant 02/21/2026
Plan
Signatures What Area Do you Want to Work In?
(EIET D Career Plan v
Credentials

Measurable Skill Gains

Employment

Education Recommendations Plan Signatures
Follow-Up

Transition Manage Goals, Objectives & Services

Exit Summary

Occurrences & Activities Key: @ Goals Objectives < Services

View Select a Goal or Objective
pantcieantsummajicols Al v || select a Goal or Objective... Sl + Add Goal and Objectives =
Case Notes
oISt e I ToraTion Type I Name 11 Status 11 Start Date 11 Actions

Only Services
Build the skills you need to get and keep a job, like good

Referrals v Employment @® communication, leadership skills, using computers, and Not Started N/A ®
managing your money.

Assessments
Uotond Build your leadership skills by taking part in hands-on
ploacs workshops where you'll practice speaking clearly, solving Not Started N/A
s problems, and working with others.
Develop skills to work, learn, and communicate in today's
Logs - P ski SlEL ! Y Not Started N/A
digital world.
< Workforce Preparation Skills Planned/Not Started N/A @

UAT Guide - Release 13 -12- 3/3/2026
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In the rows, prior to the first column, the user will see an expand/collapse chevron. This chevron will expand the
goal to show the objectives and services associated with the goal.

View Select a Goal or Objective
All v Select a Goal or Objective... v =+ Add Goal and Objectives =
Type [7 Name T} Status | Start Date | Actions
Finish a Registered Apprenticeship Program to achieve
> | Training @® A 9 - -pp p Freg Not Started N/A ®
recognized certification.
Earn a Credential in [specific area (CIP)?] to help get a better
> Training @ . =P (9 po In Progress N/A ®
job.
_. Finish a training program to learn job skills in [occupation
> | Training ® g prog J [occup Not Started N/A ®
(ONET)].
Get a part-time or seasonal job while working on your career
v | Employment ® Ap . : . / : ngony Completed 02/18/2026 ®
planning, job training, or school goals.
. Attend job fairs and career events to learn about different job
. Completed N/A
opportunities.
<% OJT - Private Sector Open 02/18/2026 ®
<% Out-of-Area Job Search/Relocation Assistance Successful Completion 02/19/2026 ®
. Career Exploration or Youth Career Planning or Career
P 9 Planned/Not Started N/A ®

* Awereness, Guidance, and Exploration

In the first column is the Goal Type. Goal types are only displayed in goal rows. In the column header, to the right of
the Type label, is a sort icon. This icon sorts the list alphabetically toggling between ascending and descending order.

Type |7 Name T} Status T} Start Date T! Actions

In the Second column is the Name. Each row has a name corresponding to a Goal, Objective, or a Service. In the
column header to the right of the Name label, is a sort icon. This icon sorts the list by Goal name alphabetically
toggling between ascending and descending order.

Type I7 Name Tl Status Tl Start Date T} Actions

In the third column is the Status. Statuses will show on every row. In the column header to the right of the Status
label, is a sort icon. This icon sorts the list by Goal status toggling between ascending and descending order.

Type 17 Name T} Status T} Start Date ! Actions

UAT Guide - Release 13 -13- 3/3/2026
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In the fourth column is the Start Date. Start Dates for goals and objectives are derived by the start date on the
associated services. To the right of the Start Date label, is the sort icon. This icon sorts the list by the Goal Start Date
toggling between ascending and descending order.

Type |7

Name T}

Status !

Start Date 1

Actions

In the fifth column is the Actions. The column has a view icon for each Goal and Service Row. When selected it takes
the user to the view details page. Of the corresponding Goal or Service accordingly. Objectives are viewed with the

Goals.

Type I¥

Name T}

Status T

Start Date T}

Actions

In the sixth column is the Hamburger Icon. The column selector hamburger icon provides the user with a way to add
or remove columns from the grid.

View Select a Goal or Objective
All v Select a Goal or Objective...
UAT Guide - Release 13 -14-
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Career Plan List View Goals and Objectives

Career planners can view Goals & Objectives on the career plan using the Plan tab. By selecting the All filter or
the Goals & Objectives filter in the plan, Goals will show in rows on the plan.

In the Plan tab, make sure the view filter is set to Goals & Objectives by selecting the View drop-down and selecting
Goals & Objectives.

View Select a Goal or Objective

Goals & Objectives Vv Select a Goal or Objective... v =+ Add Goal and Objectives =

On each Goal row, in the Actions column is a view icon. Select one of the view icons.

View Select a Goal or Objective
Goals & Objectives Vv Select a Goal or Objective... v =
Type |7 Name 11 Status 11 Start Date 11 Actions
=, Finish a Registered Apprenticeship Program to achieve
v Training @ A 9 ) ‘pp iceship Frog ‘ Not Started N/A @®

recognized certification.
C lete all steps to be tice i iat

+ Complete all steps to become an apprentice in an appropriate Not Started N/A

~ U.S. DOL Registered Apprenticeship program.

Selecting the view icon will open the view page for that goal and associated objectives.

Goals & Objectives

@ Training Goal - Finish a Registered Apprenticeship Program to achieve recognized certification. ~

Term

Shart Term (Less than 6 months)

Status

Not Started

Planned End Date

R
02/2026

Actual Start Date
Actual End Date

g ) the goal is iated with.

WIOA - Adult (WICA 1A), WIOA - Dislocated Warker (WIOA 1D), WIOA - Youth (WIOA 1Y), WIOA - Adult (WIOA 1AL, WIOA - Adult (WIOA 1A}, WIOA - Adult (WIOA 1A), WIOA - Adult (WIOA 1A}, WIOA - Adult

WIOA 1A)

Comments

3 Objective - Complete all steps to become an apprentice in an appropriate U.S. DOL Registered Apprenticeship program. v

3 Objective - Take part in and complete related training instruction (RTI). v

UAT Guide - Release 13 -15- 3/3/2026
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Select the [Back to Career Plan] button.

Goals & Objectives

€ Back to Carear Plan h

@ Training Goal - Finish a Registered Apprenticeship Program to achieve recognized certification. ~

The system will return to the Plan tab of the career plan.

Recommendations Plan Signatures

Manage Goals, Objectives & Services

Key: @ Goaks [3 Objectives 4 Services
View Select a Goal or Objective
Goals & Objectives Vv Select a Goal or Objective
Type ™ Name [} Status 1}
< Finish a Registered Apprenticeship Program to achieve
v Training X - -

o Not Started
ff‘:'::l_]l' zed certfication

. Complete all steps to become an apprentice i an appropriate -
12 - - - - Not Started
U.S. DOL Registered Apprenticeship program

Adding a Goal & Objective

v

Start Date [} Actions

Career planners can add Goals & Objectives to the career plan using the Plan tab. By selecting the All filter or
the Goals & Objectives filter in the plan, the Add Goal and Objectives button will be available.

In the Plan tab, make sure the view filter is set to Goals & Objectives by selecting the View drop-down and selecting

Goals & Objectives.

View Select a Goal or Objective

Goals & Objectives Vv Select a Goal or Objective

At the top right of the grid there will be a [+ Add Goal and Objectives] button.

View Select a Goal or Objective
Goals & Objectives Vv Select a Goal or Objective
UAT Guide - Release 13 -16-
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Select the [+ Add Goal and Objectives] button. The system will display the Add Goals & Objectives page.
Goals & Objectives

€ Back to Goal & Objectives

@ Add Goals

What type of goal are you adding?”

+ Add Ancther Objective Il B Save & Add Sanvice X Cancal

The first field is the What type of goal are you adding? This is a required field. Select from the drop-down the desired
type. (Employment, Education, Training, Supportive Services, Follow-Up, Other, Goal Not Listed).

Goals & Objectives

# Add Goals (

What type of goal are you adding?*

Emplyment X v

EMpRyymEnt

a
Education
Suppartive Services
Follow-Up v
When a Goal Type is selected, other fields open on the page.
Goals & Objectives
® Add Goals ¢
What type of goal are you adding?*
Employment X v
Identify the goal by selecting from the preset Est or use the ‘other’ option to add your own.*
Get a full-time job ke the one you had before in [Career Cluster], with similar or better pay and benefits X v
Select the Carcer Cluster:
Architecture and Enginesring X v
Term*
Long Term (A year ar more) X v
Status*
Not Started X v

(© Note: Only the Planned End Date is editable; all other dates will be automatically calculated based on the services associated with it.
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The second field is to Identify the goal by selecting from the preset list or use the ‘other’ option to add your own.
This is a dropdown to select a Goal. The Goals in this list are not currently on the plan. Select the desired goal.

Goals & Objectives

® Add Goals ¢

What type of goal are you adding?*

Emplyyment X v

Identify the goal by selecting from the preset kst or use the ‘other’ option to add your own.*

Start your own business in [Career Cluster] and build a strong future by being your own boss. X v

Start your own business in [Career Cluster] and build a strong future by being your own boss.
Talk with a trusted counselor to bu

ki healthy habits, manage stress, and take care of your mental well-being

Use the skills from your training ar apprenticeship to get and keep a full-time job.

Other

4 GED

The third field is the Term. There are three (3) term choices. (Short Term, Intermediate Term, Long Term).
Select the desired term.

Term*

Short Term (Less than 6 maonths)
Intermediate Term (6 months to a year)

Long Term (A year ar more)

Morth | J

The fourth field is the Status of the Goal. There are four (4) status options. (Not Started, In Progress, Completed,
Discontinued). Select Not Started.

Status*

Not Started X v

Not Started
In Progress
Completed

Discontinued

lllinois UAT Release #13 Cycle 1 - Guide
Department of Commerce Author: SIUC CWD

OFFICE OF EMPLOYMENT & TRAINING Created: 1/24/2025
Updated: 03/03/2026
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The fifth field is the Planned End Date. End dates are the only date setting on a Goal. Actual Start Date and Actual

End Date are completed on the service and shown in the associated Goal.

(© Note: Only the Planned End Date is editable; all other dates will be automatically calculated based on the services associated with it.

Planned End Date

02 | /| 2028

Actual Start [ ¢ 2020 N Actual End Date

2029

Subprogram( 2"

t Subp

Comments

The sixth field is the Subprogram(s) field. When a customer is eligible for multiple programs, then there will be
multiple choices to select. When the customer is only eligible for a single program, this field will already be preset.

Select the desired subprogram(s).

Subprogramis) the goal is associated with*

(2 items selected)

v WIOA

B3 Acult (Wi0a 14)

The seventh field is the Comments field. This field is optional.

Comments

Enter all comments here

LY

2 Add Objectives )

UAT Guide - Release 13 -19-
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After completing all the fields on the Goal, the user must add at |east one objective. The objective fields are next.

3 Add Objectives ©

Identify the abjective by selecting from the preset list or use the “other’ option to add your own.*

Select a preset v ’

tiect

The first field when adding the objective is to select an objective from the drop-down. There are a set of objectives
that are pre-associated to the goal you selected. Just select one of the objectives in the list.

3 Add Objectives ©

3 Dolate Objoctive
Identify the objective by selecting from the preset list or use the “other’ option to add your own.*
Get help applying for unemployment benefits to receive support while locking for a new job X v
Q
Get help applying for unemployment benefits to receive support while looking for a new job.
Look up job market information to see if there are good opportunities '
Take part in a trainiry en to learn how to run a business and make a plan to start your own.
Take part in leadership programs to get better at solving problems and making decisions to help run your own business.
v

The second objective field is Status. This is a drop-down to select one of the following values. (Not Started, In
Progress, Completed, Discontinued.) Select the desired status for the objective.

Status*

Not Started
In Progress
Completed

Discontinued

UAT Guide - Release 13 -20- 3/3/2026
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The third field when adding an objective is the Planned End Date field. This is the only date field on the objective
that can be set. The Planned End Date is just the planned month and planned year. Setting the Planned End Date is
optional.

(© Note: Only the Planned End Date is editable; all other dates will be automatically calculated based on the services associated with it. ‘

Planned End Date

0z |/ 2028

Actual Start C ¢ 2020 - > Actual End Date

2029
Comments

~

The final field when adding the objective is an optional Comments field. Add text in the comment field.

Comments

Enter comments here.

-+ Add Anothar Objecthve B Save & Add Service B Saw Gaal/Objectives X Cancel

There are four (4) buttons at the bottom of the Add Goals and Objectives page.
[+ Add Another Objective], [Save & Add Service], [Save Goal/Objectives], [Cancel]

+ Add Another Objectve il B Save & Add Service il B Sawe Gaal/Objectives X Cancel

Select the [Save Goal/Objectives] button. The system will save the new Goal and Objective and return to the Plan tab
of the Career Plan. The new Goal & Objective will be shown in the Plan Goals & Objectives Grid.

B S0 & Add Sanca am@w X Cancel

Recommendations Plan Signatures

Manage Goals, Objectives & Services

Key: @ Goaks [ Objectives ¥ Services

View Select a Goal or Objective
Gosls & Objectives v | | Select a Gosl o Objective v
Type /" Name [} Status () Start Date 1) Actions

Finish a Registered Apprenticeship Program to achieve S
v Training = N N ,pp 9 Not Started N/A
- recognized certification

> Complete all steps to become an apprentice in an appropriate

. Not Started N/A
U.S. DOL Registered Apprenticeship program.
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The [+Add Another Objective] button would stay on the new goal and add another objective form to complete.

I + Add Another Otjectve | B Save & Add Servica

3 Edit Objectives ©

B saw Gaal/Objectives  [EEETRR

9 Delate Objoctive
Identify the objective by selecting from the preset fist or use the “other’ option to add your own.*
Select a preset v
Status*
Select a status v

The [+Save & Add Service] button would save the Goal & Objective(s) and open the add service page. That Goal and
the objectives just added would be already in the filter of the add services page, ready to select a service to
associated to the Goal & Objectives.

~+ Add Another Objective Servic X Canced

Add Services - Piper Gordon - Adult (WIOA 1A), Dislocated Worker (WIOA 1D), Youth (WICA 1Y)

€ Back to Carear Plan

Keyword Search

nte o Reset
Goal
Fnish a Registered Apprenticeship Program to achieve recognized certification. X v v
“ Advanced Search
Filtered Services
Service Level 1l Service Name . Program-SubProgram Selected Actions
Training Services Customized Training WIOA - Adult (WIOA 1A), WIOA - Dislocated Warker (WIOA 10}
Training Services Enterpreneurial Skills Tramning WIOA - Adult (WIOA 1A), WIOA - Dislocated Warker (WIOA 10}
Training Services Qccupational Skills Training WIOA - Adult (WIOA 1A), WIOA - Dislocated Warker (WIOA 10}
Training Services Prerequisite Training WIOA - Adult (WIOA 1A), WIOA - Dislocated Warker (WIOA 10}
Training Services Skill Upgrading and Retraining WIOA - Adult (WIOA 1A), WIOA - Dislocated Warker (WIOA 10}
ndividualized Career Services WBL - Job Shadowing (Individualized) WIOA - Adult (WIOA 1A), WIOA - Dislocated Woarker (WIOA 10}
ndividualized Career Services WBL - Pre-Apprenticeship Program WIOA - Adult (WIOA 1A), WIOA - Dislocated Warker (WIOA 10}
ndividualized Career Services WEL - Transitional Jobs WIOA - Adult (WIOA 1A), WIOA - Dislocated Warker (WIOA 10}
Training Services WIOA Title 18 Funded Adult Education w/Training WIOA - Adult (WIOA 1A), WIOA - Dislocated Warker (WIOA 10}
ndividualized Career Services Workforce Preparation Skills WIOA - Adult (WIOA 1A), WIOA - Dislocated Woarker (WIOA 10}
68 Services Page 10f7 1 2 3 &4 5 > » 1|10 v
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Viewing a Goal & Objective

Career planners can view Goals & Objectives on the career plan using the Plan tab. By selecting the All filter or
the Goals & Objectives filter in the plan, each Goal will have a corresponding view icon to select to view the
Goal & Objectives.

In the Plan tab, make sure the view filter is set to Goals & Objectives by selecting the View drop-down and selecting
Goals & Objectives.

View Select Goal Type

Goals & Objectives v Select 3 type... v <+ Add Goal and Objectives =

In each Goal row of the grid there is a view icon in the Actions column.

Type l” Name T} Status Tl Start Date 7| Actions
. Earn a Credential in [specific area (CIP)?] to help get a better
v Training ® [sp (PPl help g Not Started N/A ® I
job.
- Take partin certification exam preparation or credential-
2 R ) Not Started N/A
specific skills sessions.
Build the skills you need to get and keep 3 job, like good
v  Employment @ communication, leadership skills, using computers, and Not Started 02/25/2026 @
managing your money.

Build your leadership skills by taking part in hands-on
workshops where you'll practice speaking clearly, solving Not Started N/A
problems, and working with others.

&

Develop skills to work, leam, and communicate in today's

.4 J
: digital world. Not Started N/A

4

Select a View icon on one of the Goal rows. The system will open the view Goal & Objective(s) page. The Goal is
listed at the top of the page under the Rack to Career Plan button.

Goals & Objectives
@® Training Goal - Earn a Credential in [specific area (CIP)?] to help get a better job. A

Term

Intermediate Term (6 months to 3 year)

Status

Not Started

Planned End Date

Actual Start Date

Actual End Date

Program(s) the goal is associated with.

WIOA - Adult (WIOA 14)

Comments

® Objective - Take part in certification exam preparation or credential-specific skills sessions. v
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The Objective(s) are listed at the bottom of the view page.

Goals & Objectives

€ Back to Career Plan

@ Training Goal - Earn a Credential in [specific area (CIP)?] to help get a better job. A

& edit Goal

Term
Intermediate Term (6 months to 3 year)

Status
Not Started

Planned End Date

Actual Start Date

N/A

Actual End Date

N/A

P (s) the goal is iated with.
WIOA - Adult (WIOA 14)

Comments

® Objective - Take part in certification exam preparation or credential-specific skills sessions. v

Select the [Back to Career Plan] button.

Goals & Objectives

€ Back to Career Plan h

@ Training Goal - Earn a Credential in [specific area (CIP)?] to help get a better job. A

& Edit Goal

The system will route back to the Plan tab of the career plan.

Plan

Manage Goals, Objectives & Services

Key: @ Goals () Objectives < Services

View Select Goal Type
Typel” Name 1| Status 1| Start Date 1| Actions
v g ® js:: a Credential in [specific area (CIP)?] to help get a better et Started A .
Take part in certification exam preparation or i
B Not Started N/A

specific skills sessions.

Build the skills you need to get and keep a job, like good
v Employment ® ication, ip skills, using . and Not Started 02/25/2026 ®
managing your money.

Build your leadership skills by taking part in hands-on
[ workshops where you'll practice speaking clearly, solving Not Started N/A
problems, and working with others.

Develop skills to work, leam, and communicate in today's
B Not Started N/A
digital world.

4
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Editing Goals & Objectives

Career planners can edit Goals & Objectives on the career plan using the Plan tab. By selecting the All filter or
the Goals & Objectives filter in the plan, each Goal will have a corresponding view icon to select to view the
Goal & Objectives. From the View page, an Edit button will provide a way to edit the Goal & Objectives.

In the Plan tab, make sure the view filter is set to Goals & Objectives by selecting the View drop-down and selecting
Goals & Objectives.

View Select 3 Goal or Objective

In each Goal row of the grid there is a view icon in the Actions column.

Type /" Name 1} Status 1) Start Date [} Actions

Training Not Started N/A

Training

Training

= Financial Aid app

and other necessary

aperwark to ensure m accessibility
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Select a View icon on one of the Goal rows. The system will open the view page of the Goal & Objective(s).

Goals & Objectives

@ Training Goal - Finish a Registered Apprenticeship Program to achieve recognized certification. ~

Term

Shart Term (Less than 6 months)

Status

Not Started

Planned End Date
02/2026

Actual Start Date

Actual End Date

Py the goal is iated with.

WIOA - Adult (WICA 1A), WIOA - Dislocated Warker (WIOA 10), WIOA - Youth (WIOA 1Y), WIOA - Adult (WI0A 1A), WIOA - Adult (WIOA 1A}, WIOA - Adult (WIOA 1A), WIOA - Aduit (WIOA 1A}, WIOA - Adult
(WIOA 1A)

Comments

(» Objective - Complete all steps to become an apprentice in an appropriate U.S. DOL Registered Apprenticeship program. v
[ Objective - Take part in and complete related training instruction (RTI). v
(» Objective - Visit employers, go to career fairs, and attend events to find apprenticeship sponsors. v

(» Objective - Finish on-the-job training, lab work, or other learming needed for the apprenticeship. v

At the top right of the view page is the [Edit] button. Select the [Edit] button.

Goals & Objectives

€ Back to Carear Plan

@ Training Goal - Finish a Registered Apprenticeship Program to achieve recognized certification. ~
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ILLINOIS \

o\vg)rkNe’f

CENTER

lllinois UAT Release #13 Cycle 1 - Guide
Department of Commerce Author: SIUC CWD

& Economic Opportunity

OFFICE OF EMPLOYMENT & TRAINING Created . 1/24/2025
ritzker, Governor
e Updated: 03/03/2026

~ % N
americanjobcenter

The system will open the Goal & Objectives in edit mode. The user can then change the values throughout the
Goal and Objectives as desired.

N

[EE=——|
....... E————
Y
e
—
4

At the bottom of the Goal & Objectives page are the same four (4) buttons found on the Add Goal & Objectives page.
After making the desired updates, Select the [Save Goal/Objective] button.

The Goal & Objective updates will be saved, and the system will route back to the Plan tab of the Career plan.

Recommendations | Plan | Signatures

Manage Goals, Objectives & Services

Key: @ Goals [ Objectives <% Services

View Select 3 Goal or Objective
Goals & Objectives Select a Goal or Objective v + Add Goal and Objoctivas
Type " Name 1} Status [} Start Date [} Actions
< Finish a Registered Apprenticeship Program to achieve
v Training g = @ Registered Apprentice 'gram ta achieve Not Started NA
- recognized certification

Complete all steps to become an app N an appropnate

> N P PPrOp Not Started N/A
LS. DOL Registered Apprenticesh

3 Take part in and complete refated training instruction (RTI Not Started N/A

n Vit oyers, to career fairs, and attend ew to find

 Visit employers, go to career fairs, and attend e i S — o7
apprenticeship sponsors.
Finish on-the-job training, lab wark, or other leaming needed

w Finish of jol ning, lal J Not Started N/A

for the sparenticeship
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Career Plan List View (Services)

When the career plan view filter is set to Services, only Services show in the grid, Goals & Objectives are hidden.
This gives the career planner the ability to only focus on the assigned services.

Under the icon key, is the switch View filter. This filters the list to (All, Goals & Objectives, and Services).
Select Services from the dropdown.
Manage Goals, Objectives & Services

Key: & Goaks Objectives ¥ Services
View Select a Goal or Objective
Services v Select a Goal or Objective... v Show Unassigned Services Only + Add Service [
EEQ® Name 1l Status Ta Start Date 1l End Date 1l Actions

Workforce Preparation Skills Planned/Not Started N/A (Planned) N/A (Planned) ©®

Page 1 of 1 1 1 10 Vv

To the right of the View filter is a Select a Goal or Objective dropdown. When the user selects a Goal in the
dropdown, the list will filter the Services to all services that are associated to the goal selected.

View Select a Goal or Objective
Services v I Build the skills you need to get and keep a job, like good communication, lead... X Vv Show Unassigned Services Only + Add Service =

EEQ® Name 1 Status T Start Date Tl End Date Tl Actions

Workforce Preparation Skills Planned/Not Started N/A (Planned) N/A (Planned) ©

To the right of the Goal or Objective dropdown is the checkbox for the Show Unassigned Servies Only.

View Select a Goal or Objective

Services v Select a Goal or Objective... v Show Unassigned Services Only + Add Service S

To the right of the checkbox is the [+ Add Service] button. This appears when the list is filtered to Services

View Select a Goal or Objective

Services v Select a Goal or Objective... v Show Unassigned Services Only ~+ Add Service

To the right of the [+ Add Service] button is the column selector hamburger icon. The column selector hamburger icon
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provides the user with a way to add or remove columns from the grid.

Customer Profile: John Doe v

Preferred Name
John

Preferred Communication Method
N/A

Application Summary v

Program
WIOA

Subprogram(s)
Adult (WIOA 14)

What Area Do you Want to Work In?

Career Plan

Recommendations

Plan Signatures

Manage Goals, Objectives & Services

Key: @ Goals

View

Services

Under the filters and buttons row is the grid list for Service(s).

Objectives 4 Services

v

Select a Goal or Objective

Select a Goal or Objective...

Primary Phone Number
N/A

Application Status
Applicant

v

Email
test@testcom

Application Date
02/21/2026

Show Unassigned Services Only

Additional Columns Reset

EE

Name

Status

Start Date

End Date
Actual Start Date
Actual End Date

Program

The first column is labeled EE. The EE column shows which services extend eligibility when added. There’s an info
bubble icon to the right of the EE header. When the user hovers the mouse over the info icon, a full description of

the meaning of EE will appear in an info bubble.

EEQ®

Name

Tl Status

T=  StartDate Tl

End Date !

Actions

The Second column is Name. Each row has a service name. To the right of the Name label in the column header is a
sort icon. This icon sorts the list by service name alphabetically toggling between ascending and descending order.

EED

Name

Tl Status

T=  StartDate 1!

End Date 1!

Actions

The third column is the Status column. Statuses will show on every row. In the column header to the right of the
Status label, is a sort icon. This icon sorts the list by service status toggling between ascending and descending order.

EED

Name

Tl Status

T | StartDate 1!

End Date T!

Actions

The fourth column is the Start Date. To the right of the Start Date label, is a sort icon. This icon sorts the list by the
Service Start Date between ascending and descending order.

EE®

Name

UAT Guide - Release 13

Tl Status
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Ta Start Date 1!

End Date Tl

Actions
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The fifth column is the End Date. To the right of the End Date label, is the sort icon. This icon sorts the list by the
Service Start Date toggling between ascending and descending order.

EE®D  Name Tl Status 7=  StartDate [l End Date Tl | Actions

The sixth column is Actions. The Actions column has a view icon for each Service Row. When selected, it takes the
user to the view details page.

EED  Name Tl Status 7= StartDate TI! End Date Tl | Actions

At the bottom of the grid is a Pagination control.

10 Services Page 1 of 1 1 1 10 v
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Adding a Service

Career planners can add Services to the career plan using the Plan tab. When services are added to the plan,
they must be associated with a Goal & Objective. A Goal & Objective can be associated with multiple services.
This feature set covers adding a service to a plan and associating it with a Goal & Objective.

In the Plan tab, make sure the view filter is set to Services by selecting the drop-down and selecting Services. Select
the [+ Add Service] button. The system routes to the Add Services page.

What Area Do you Want to Work In?

Career Plan

Recommendations Plan Signatures

Manage Goals, Objectives & Services

Key: @ Goals [ Objectives < Services

View Select a Goal or Objective

Select a Goal or Objective... e Show Unassigned Services Only

Services v —+ Add Service | =

The system routes to the Add Services page (below):
The top title bar displays: Add Services-Customer Name - Programs enrolled in.

Below the title bar is a [Back to Career Plan] button. This button routes back to the Plan tab.

I Add Services - John Doe - Adult (WIOA 1A) |

€ Back to Career Plan

Keyword Search

Enter Keyword. < Reset

Goal Objective
Select Goal... X v Select Objective.. v
v Advanced Search
Filtered Services
Service Level Service Name = Program-SubProgram Selected  Actions
WIOA - Adult (WIOA 1A), WIOA - Dislocated Worker (WIOA 1D), WIOA - Adult (WIOA 1A), WIOA -
Individualized Career Services  English Language Education ( ) ( ) w ) ®
Dislocated Worker (WIOA 1D)
N WIOA - Adult (WIOA 1A), WIOA - Dislocated Worker (WIOA 1D), WIOA - Adult (WIOA 1A), WIOA -
Individualized Career Services Financial Literacy Services @

Dislocated Worker (WIOA 1D)

Under the [Back to Career] Plan button is the Keyword Search text field. By entering a word or phrase into the field, it
will automatically filter the services that contain that Keyword or phrase. Enter a word or phrase into the Keyword
Search field.
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The [Reset] button will clear out the Keyword Search filter and reload the list unfiltered. Select the [Reset] button.

Add Services - Piper Gordon - Adult (WIOA 1A), Dislocated Worker (WIOA 1D), Youth (WIOA 1Y)

€ Back to Career Plan

Keyword Search

waL < Reset
Goal Objective
X v | | Select Objective. v
' Advanced Search
Filtered Services
Service Level Service Name - Program-SubProgram Selected  Actions
Career Services WEL - Job Shadowing WIOA - Youth (WIOA 1Y) 0]
Individualized Career Services WBL - Job Shadowing (Individualized) WIOA - Adult (WIOA 14), WIOA - Dislocated Worker (WIOA 1D) @
Career Services WBL - OJT - Private Sector (Youth) WIOA - Youth (WIOA 1Y) (0]
Career Services WBL - Paid WEX/Intemship (Not Limited to Summer Months) WIOA - Youth (WIOA 1Y) @

Career Services

Individualized Career Services

Career Services

Individualized Career Services

Career Services

Career Services

15 Services

WBL-

WBL -

WBL -

- Paid WEX/Intemnship {Youth Limited to Summer Months)

Pre-Apprenticeship Program

Pre-Apprenticeship Program

Transitional Jobs

NBL - Unpaid WEX/Intemship (Not limited to Summer Months)

- Unpaid WEX/Intemship (Youth Limited to Summer Months)

WIOA -

WIOA -

WIOA -

Page 10f2

WIOA -

WIOA -

Youth (WIOA 1Y)

- Adult (WIOA 14). WIOA - Dislocated Worker (WIOA 1D)

Youth (WIOA 1Y)

Adult (WIOA 14), WIOA - Dislocated Worker (WIOA 1D)

Youth (WIOA 1Y)

Youth (WIOA 1Y)

G X Cancel

The Goal dropdown selection field contains all the goals that are on the Plan. Select a goal, it will filter all the services

that are associated and support that goal.

Add Services - Piper Gordon - Adult (WIOA 1A), Dislocated Worker (WIOA 1D), Youth (WIOA 1Y)

€ Back to Career Plan

Keyword Search

WBL  Reset
Goal Objective
Select Goal... X v Select Objective... v
Q

a

Build basic reading and math skills through Adult Basic Education (ABE) for job and life success. (Referral Based Goal)

Build the skills you need to get and keep a job, like good communication, leadership skills, using computers, and managing your money.

Earn a Credential in [specific area (CIP)?] to help get a better job. Selected Actions

Finish a Registered Apprenticeship Program to achieve recognized certification. ®
v

LIS Lo 101 R (13 T ) (o3-S ) M (o] SR - Lo o) T R s L7 Lo =1 Pl O AU (VoA TR, WITOR - Dislocated Worker (WIOA 1D) ®

The Objective dropdown selection field will show all the Objectives that are associated to the Goal selected. Set the

objective, it will filter the Services that are associated with that Objective.
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Add Services - Piper Gordon - Adult (WIOA 1A), Dislocated Worker (WIOA 1D), Youth (WIOA 1Y)

€ Back to Career Plan

Keyword Search

WBL © Reset
Goal Objective
Build basic reading and math skills through Adult Basic Education (ABE) for job and life x Select Objective... v
v
success. (Referral Based Goal)
Q

Vv Advanced Search

Sign up for reading and math classes that match your career and life goals.

Select the Advance Search button, it will expand and provide more search fields for filtering services.

A Advanced Search

Program

Select Subprogram(s)...

Service Level Service Type

Select Service Level... v Select Service Type...

If the customer is eligible for multiple Programs, use the Program dropdown selection field to select a program. The

services can be filtered by a specific program. Multiple programs can be selected.

~ Advanced Search

Program

(2 items selected)

v | |wioa
& Adult (wioa 14)
Dislocated Worker (WIOA 1D)
Youth (WIOA 1Y)
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Select a Service Level from the Service Level selection dropdown, the services will filter for that service level.

A Advanced Search

Program

(2 items selected)

Service Level

Select Service Level...

Basic Career Services (Self Services)

Basic Career Services (Staff Assisted)

Career Services

Disaster Relief Employment (DRE)

- >

If the user selects the Service Type from the Service Type selection dropdown, the services will filter for that service

type.

~ Advanced Search

Program

(2 items selected)

Service Level

Basic Career Services (Staff Assisted)

Filtered Services

Service Level

1 Service Name

Service Type

X v

Select Service Type..

Program Service

Self Service & Information Only

Select the [Advance Search] button again, it collapses the Advance Search Area

Vv Advanced Search

Once the user has filtered the Services then the service to add to the plan should be in the Filtered Services grid.

Filtered Services

Service Level T

Individualized Career Services

Individualized Career Services

Basic Career Services (Staff
Assisted)

Training Services

UAT Guide - Release 13

Service Name Te

English Language Education

Financial Literacy Services

Job Search Activities and Assistance (STAFF
ASSISTED)

OJT - Private Sector

Program-SubProgram

WIOA - Adult (WIOA 1A), WIOA -

Dislocated Worker (WIOA 1D)

WIOA - Adult (WIOA 1A), WIOA -

Dislocated Worker (WIOA 1D)

WIOA - Adult (WIOA 1A), WIOA -

Dislocated Worker (WIOA 1D)

WIOA - Adult (WIOA 1A), WIOA -

Dislocated Worker (WIOA 1D)

Dislocated Worker (WIOA 1D), WIOA -

Dislocated Worker (WIOA 1D), WIOA -

Dislocated Worker (WIOA 1D), WIOA

Dislocated Worker (WIOA 1D), WIOA -

-34-

Selected

Adult (WIOA 1A), WIOA -

Adult (WIOA 1A), WIOA -

- Adult (WIOA 1A), WIOA -

Adult (WIOA 1A), WIOA -

Actions

®

®
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The Filtered Services grid has the following Labels (refer to the below for descriptions)

Filtered Services

Service Level n

Service Name

LY Program-SubProgram Selected Actions

Training Services

Customized Training

WIOA - Adult (WIOA 1A), WIOA - Dislocated Worker (WIOA
1D) U

The first column in the grid is the Service Level. It can be sorted in ascending or descending alphabetical order.
The second column in the grid is the Service Name. It can be sorted in ascending or descending alphabetical order.
The third column in the grid is the Program-Sub Program.

The fourth column in the grid is Selected with a check box. When the check box is checked, then the edit icon

becomes visible.

The fifth column is Actions. It has an info bubble icon that describes each Service.

Select a checkbox. Then select the edit icon.

Service Level f]

Training Services

Training Services

Service Name

Customized Training

Enterpreneurial Skills Training

T Program-SubProgram Selected Actions
WIOA - Adult (WIOA 1A), WIOA - Dislocated Worker (WIOA
' ! ' v D)
1D) . 450
WIOA - Adult (WIOA 1A), WIOA - Dislocated Worker (WIOA ~
1D) =

The system will open the Service Template corresponding to the selected service and allow the user to set up the

service attributes.

Edit Service - English Language Education

Program:

WIOA - Adult (WIOA 1A), WIOA - Dislocated Worker  Service Level:

(WIOA 1D), WIOA - Adult (WIOA 1A), WIOA -
Dislocated Worker (WIOA 1D)

Goal”

Select an answer
Objective ™

Select an answer
Providing Entity*

Select an answer

Completion Status™*

Select an answer

Comments

UAT Guide - Release 13

ndividualized Career Services

Grant Number:
N/A

X G
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Fill in the service attributes in the template and select the [Save] button.

Edit Service - English Language Education

Program:
WIOA - Adult (WIOA 1A), WIOA - Dislocated Worker  Service Level: Grant Number:
(WIOA 1D), WIOA - Adult (WIOA 1A), WIOA - Individualized Career Services N/A

Dislocated Worker (WIOA 1D)

Goal

Build the skills you need to get and keep a job, like good communication, leadership skills, using computers, and managing your money. X v
Objective *

Develop skills to work, learn, and communicate in today’s digital worid. X v

Providing Entity*

160 DRIVING ACADEMY - 160 Driving Academy X v

Completion Status*

Planned Not Started X v
t
5]
8
Comments

Enter Comments here.

The system will save the service and attributes and route back to the Add Services page.

Filtered Services

Service Level 1L Service Name T=  Program-SubProgram Selected  Actions

WIOA - Adult (WIOA 1A), WIOA - Dislocated Worker (WIOA 1D), WIOA - Adult (WIOA 1A), WIOA -

Individualized Career Services English Language Education
Dislocated Worker (WIOA 1D)

720

Select the [Save] button on the add services page. The system will route back to the Plan tab of the Career Plan.

WIOA - Adult (WIOA 1A), WIOA - Dislocated Worker (WIOA 1D), WIOA - Adult (WIOA 1A), WIOA -
Dislocated Worker (WIOA 1D)

Individualized Career Services WBL - Transitional Jobs

®

53 Services Page 10f6 1 2 3 4 5 > » 1 0 v

SVl | X Cancel

Plan

Manage Goals, Objectives & Services

Key: @ Goals [ Objectives <% Services

View Select a Goal or Objective
Services v | | Select a Goal or Objective.. v Show Unassigned Services Only =
EEQ Name 1l status Te  StartDate 1l EndDate 11 Actions
Workforce Preparation Skills Planned/Not Started N/A (Planned) N/A (Planned) ®
English Language Education Planned/Not Started N/A (Planned) N/A (Planned) ®
2 Services Page 10f 1 « 1> » 1100V
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Viewing a Service

Career planners can view services on the career plan using the Plan tab. By selecting the All filter or the Services
filter in the plan, services will show in rows on the plan.

In the Plan tab, make sure the view filter is set to Services by selecting the drop-down and selecting Services.

Recommendations Plan Signatures

Manage Goals, Objectives & Services

Key: @ Goals Objectives < Services

View Select a Goal or Objective

Services v Select a Goal or Objective... v Show Unassigned Services Only + Add Service S

On each service row, in the Actions column is a view icon. Select one of the view icons.

EEQ® Name T} Status Ta  Start Date 1. EndDate 1L | Actions
Workforce Preparation Skills Planned/Not Started N/A (Planned) N/A (Planned) ©
English Language Education Planned/Not Started N/A (Planned) N/A (Planned) ©®
2 Services Page 1 of 1 1 1 10 Vv

Selecting the view icon will open the View Page for that service.

Workforce Preparation Skills

€ Back to Career Plan

Program:

WIOA - Adult (WIOA 14), WIOA - Dislocated Worker  Service Level: Grant Number:
(WIOA 1D). WIOA - Adult (WIOA 14), WIOA - ndividuslized Career Services N/A
Dislocated Worker (WIOA 1D)

Goal

Build the skills you need to get and keep a job, like good communication, leadership skill, using computers, and managing your money.

Objective

8uild your leadership skills by taking part in hands-on workshops where you'll practice speaking clearly, solving problems, and working with others.

Providing Entity
AFFORDABLE HOME SYSTEMS, INC - Affordable Home Systems, Inc

Completion Status
Planned Not Started
Start Date

End Date

Comments

Service Files

Subject Name 1} Type Stored At {7 Accessed At T} Last Accessed By 1| Action
No Files have been Uploaded for Workforce Preparation Skills

0 Files

UAT Guide - Release 13 -37- 3/3/2026
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Select the [Back to Career Plan] button.

The

Workforce Preparation Skills

€ Back to Career Plan h

Program:

WIOA - Adult (WIOA 1A), WIOA - Dislocated Worker
(WIOA 1D), WIOA - Adult (WIOA 1A), WIOA -
Dislocated Worker (WIOA 1D)

Service Level:
Individualized Career Services

system will return to the Plan tab of the career plan.

dati Plan Si es

Manage Goals, Objectives & Services

Key: @ Goals Objectives < Services
View Select a Goal or Objective
Services v Select a Goal or Objective... v
EEQ Name 1L Status T=  Start Date
Workforce Preparation Skills Planned/Not Started N/A (Planned)
English Language Education Planned/Not Started N/A (Planned)
2 Services Page 1of 1« < 1 » 1 10

Editing a Service

Grant Number:
N/A

Show Unassigned Services Only =

1L End Date 1L Actions
N/A (Planned) ©
N/A (Planned) ©

Career planners can edit services on the career plan using the Plan tab. By selecting the All filter or the Services
filter in the plan, services will show in rows on the plan. The user can then view and edit the service.

In the Plan tab, make sure the view filter is set to All by selecting the drop-down and selecting Services.

View Select a Goal or Objective
All v Select a Goal or Objective... v ~+ Add Goal and Objectives =
Type [7 Name 1! Status T/ Start Date 1! Actions
Build the skills you need to get and keep a job, like good
v Employment communication, leadership skills, using computers, and Not Started N/A ®
managing your money.
Build your leadership skills by taking part in hands-on
workshops where you'll practice speaking clearly, solving Not Started N/A
problems, and working with others.
» Develop skills to work, learn, and communicate in today's
. Not Started N/A
digital world.
<% Workforce Preparation Skills Planned/Not Started N/A ®
<% English Language Education Planned/Not Started N/A @

4 G »
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On each service row, in the Actions column is a view icon. Select one of the view icons.
Type |7 Name 1! Status T} Start Date 1! Actions
Build the skills you need to get and keep a job, like good
Vv Employment communication, leadership skills, using computers, and Not Started N/A ®
managing your money.
Build your leadership skills by taking part in hands-on
B workshops where you'll practice speaking clearly, solving Not Started N/A

problems, and working with others.

Develop skills to work, learn, and communicate in today’s

©

Not Started N/A
digital world. ot starte /

<% Workforce Preparation Skills Planned/Not Started N/A

Selecting the view icon will open the view page for that service.

Workforce Preparation Skills

€ Back to Career Plan

Program:
WIOA - Adult (WIOA 1A), WIOA - Dislocated Worker  Service Level: Grant Number:
(WIOA 1D), WIOA - Adult (WIOA 1A), WIOA - individualized Career Services N/A

Dislocated Worker (WIOA 1D)

Goal

Build the skills you need to get and keep a job, like good communication, leadership skills, using computers, and managing your money.

Objective
Build your leadership skills by taking part in hands-on workshops where you'll practice speaking clearly, solving problems, and working with others
Providing Entity

AFFORDABLE HOME SYSTEMS, INC - Affordable Home Systems, Inc.

Completion Status

Planned Not Startsd

Start Date
End Date
Comments
Service Files
+ Add Fle
Subject Name 7| Type Stored At ) Accessed At 1| Last Accessed By Tl Action

No Files have been Uploaded for Workforce Preparation Skills.

0 Files Page 0 of 0 0 10 v

At the top right of the view page is the [Edit] button. Select the [Edit] button.

Workforce Preparation Skills

€ Back to Career Plan

Program:
WIOA - Adult (WIOA 1A), WIOA - Dislocated Worker ~ Service Level: Grant Number:
(WIOA 1D), WIOA - Adult (WIOA 1A), WIOA - Individualized Career Services N/A

Dislocated Worker (WIOA 1D)

Goal

UAT Guide - Release 13 -39- 3/3/2026
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The system will display the appropriate service template where edits can be made.

Edit Episode - Workforce Preparation Skills

Program:
WIOA - Adult (WIOA 1A), WIOA - Dislocated Worker  Service Level: Grant Number:
(WICA 1D), WIOA - Adult {(WIOA 1A), WIOA - ndividualized Career Services N/A
Dislocated Worker (WIOA 1D)
Goal
Build the skills you need to get and keep a job, like good communication, leadership skills, using computers, and managing your money. X v
Objective *

Build your leadership skills by taking part in hands-on workshops where you'll practice speaking clearly, solving problems, and working with others. X Vv

Providing Entity ™
AFFORDABLE HOME SYSTEMS, INC - Affordable Home Systems, Inc

Completion Status *

Planned Not Started

Comments

Make edits to the service and select the Save button.

Edit Episode - Workforce Preparation Skills

B Save

X Cancel ® Delete

Program:
WIOA - Adult (WIOA 1A), WIOA - Dislocated Worker ~ Service Level: Grant Number:
(WIOA 1D), WIOA - Adult (WIOA 1A), WIOA - Individualized Career Services N/A
Dislocated Worker (WIOA 1D)
Goal*
Build the skills you need to get and keep a job, like good communication, leadership skills, using computers, and managing your money. X v
Objective ™

Build your leadership skills by taking part in hands-on workshops where you'll practice speaking clearly, solving problems, and working with others. X v

Providing Entity *

AFFORDABLE HOME SYSTEMS, INC - Affordable Home Systems, Inc

Completion Status ™

Open

Start Date ™

02/25/2026

End Date

Comments

Enter Comments here.

UAT Guide - Release 13
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The system will route back to the View service page.

Workforce Preparation Skills

€ Back to Career Plan

Program:
WIOA - Adult (WIOA 1A), WIOA - Dislocated Worker  Service Level: Grant Number:
(WIOA 1D), WIOA - Adult (WIOA 1A), WIOA - ndividualized Career Services N/A

Dislocated Worker (WIOA 1D)

Goal

Build the skills you need to get and keep a job, like good communication, leadership skills, using computers, and managing your money.

Objective

Build your leadership skills by taking part in hands-on workshops where you'll practice speaking clearly, solving problems, and working with others.

Providing Entity
AFFORDABLE HOME SYSTEMS, INC - Affordable Home Systems, Inc

Completion Status

Open

Start Date
02/25/2026

End Date

Comments

Enter Comments here.
Service Files

Subject Name 1} Type Stored At /7 Accessed At 1| Last Accessed By Tl Action

No Files have been Uploaded for Workforce Preparation Skills.

0 Files Page 0 of 0 0 10 v

Select the [Back to Career Plan] button.

Workforce Preparation Skills

€ Back to Career Plan 4_

Program:

WIOA - Adult (WIOA 1A), WIOA - Dislocated Worker ~ Service Level: Grant Number:
(WIOA 1D), WIOA - Adult (WIOA 1A), WIOA - Individualized Career Services N/A

Dislocated Worker (WIOA 1D)

The system will return to the Plan tab of the career plan.

Recommendations | Plan | Signatures

Manage Goals, Objectives & Services

Key: ® Goals [ Objectives 4 Services

View Select a Goal or Objective
Services V|| select 3 Goal or Objective. v Show Unassigned Services Only =
EQ Name T Status Ta  Start Date 1l EndDate T Actions
Workforce Preparation Skills Open 02/25/2026 (Actual) N/A (Planned) ®
English Language Education Planned/Not Started N/A (Planned) N/A (Planned) ®
2 services Page 10f 1 1 >0 v
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