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Purpose 
This document is intended to explain how 
to add and view signatures for Career 
Planners and Customers on a customer 
career plan in IWDS 2.0.  

 

 
 

 

 

Navigate to Customer Career Plan 
• Log into IWDS 2.0. (Link)  
• Select the Customers Tab  
• The View Customers page is 

a two-panel page with the 
Search Filter on the left and 
the List View on the right. 

Audience 
This document is designed to 
guide both trainers and end 
users through the process of 
adding and viewing signatures 
on a customer career plan in the 
IWDS 2.0 system.  
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• Select the customer Last 
Name with an 
application.  

• The Program Summary 
and Application 
Summary will appear. 
Expand the Career Plan 
tab and select Go to 
Career Plan. 

• The Career Plan is 
divided into 3 tabs – 
Select the Signatures 
tab or quick link.  

• Note – you can also utiize 
the quick links on the left 
to access the Career 
Plan 
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Adding Signatures to the Career 
Plan 
• The signatures page displays a 

signatures section for Customers 
and Career Planners.  

o Signature Status displays in 
colored text to identify 
status. 

• In the Signature Action drop down 
select the way the signature will be 
provided. These signatures can be 
uploaded from a file or 
electronically signed. 

• Select the method for signature 
and upload a document (if 
needed) and click Finalize Action.  

o Note - When a career planner 
signs digitally it is completed 
on this page. When a customer 
signs digitally, they will receive 
an email asking them to go into 
their Illinois workNet account 
where they will see a read only 
copy of their career plan that 
they can sign. 

• After finalizing the action, the 
signature status will update to 
Signature Obtained. And update the 
table to log signature history and 
view uploads.  

o Note - When modifications are 
triggered by adding new 
or discontinuing existing 
employment, education, or 
training goals or steps a signature will be triggered as required. 
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• Under the signature sections is a 
Career Plan Summary.  There is a 
Print Career Plan button that can 
be used to print a copy of the 
career plan 
which includes signature lines to 
support manually signing the 
career plan 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Add Services to Career Plan 
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• To add a service to the 
Career Plan, Filter the 
View to Services, then 
Select Add Service 

• Note – In order to add 
a service, there must 
be a Goal & Step 
associated. 

• After selecting 
Add Service, 
the Add 
Services Page 
will display. 
Utilize the 
Keyword 
Search or 
Advanced 
Search as 
needed. Select 
the Goal and Step in the drop down menus to add related services.  

• In the Filtered Services table, the related services will display. Click the box in 
the Selected column to edit a service, using the Edit pen.  
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• Clicking the Edit pen 
will display the Edit 
Service screen for the 
selected Service. This 
Service Template 
displays the required 
fields to add the 
service to the Career 
Plan.  

 

 

 

 

 

 
 

 
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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