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Purpose 
This document is intended to explain how 
to access a customer profile to begin a 
prescreen in IWDS 2.0.  

 

 

 
 

 

 

Navigate to Customers 
• Log into IWDST 2.0. (Link) 
• Select Customers.  
• The View Customers Page is 

displayed. 
• The Search Filter on the left 

shows a Quick Search and 
Full Search option. Select 
Advanced Search for 
additional fields. 

Audience 
This document is designed to 
guide both trainers and end 
users through the process of 
accessing the prescreen as a 
career planner or intake staff 
member  in the IWDS 2.0 System. 
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View Customer Search Results 
• Select your customer by 

clicking on the hyperlink for 
the customer’s last name.  

 
  

View Customer Profile and Begin Prescreen 
• The customer profile will 

display.  

• Navigate to the Prescreen 
section and select Start 
Intake Process. 

• A modal will display to 
determine how to move 
forward with Prescreen. 
Select The appropriate 
option for the customer and 
select Confirm. 

• Complete with 
Customer Now will 
launch the 
prescreening for the 
user to complete with 
the customer.  

• Send the customer a link to complete it on their own will send an 
email to the customer with a link to complete the prescreening.   
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• Note – If a Customer has an 
existing Prescreen,  the Career 
Planner cannot initiate a new 
one. The Career Planner can 
either delete the existing entry or 
update the existing prescreen 
record 

• If a Customer has an expired 
prescreen record, then the 
Career Planner can add a new 
prescreen record by selecting 
Start Intake Process  
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