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Purpose 
This document explains how to download 
the instructions and template and upload 
results to IWDS 2.0 to complete the annual 
performance report.  
 

 
Access Entity Management 
• From the Home Screen https://iwds2.dceo.illinois.gov/ 

• After logging in as a provider, this will bring you to your Entity Detail Page.  
 

 
 
 
 
 
 
 
 

  

Audience 
Training Providers  
Local ETPL Coordinator 
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Download All-Student Data 
(ASD) Excel Template and 
Instructions 
• On the Top of each Entity Detail Page there are four tabs; Details, Training Program, 

Training Program Performance and Documents.  

• Select the Training Program Performance tab. 

• Once on this tab, click on the blue “Download Template” button located under the 
overview text.  

• You will need to use 
the Download 
Instructions & 
Examples for guidance 
on how to complete 
the template, 
including descriptions 
and examples for 
each required field,  

• Click Download 
Instructions & Examples 

 

• Once you have selected “Download Template”, Files 
will be available in the web browser’s download 
location.  

• Depending upon the browser settings, 
the file may also be saved in a File 
Manager Folder on the computer. 

• The file name will be 
IL_ETPL_AllStudent_Data_Template 
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Completing the ASD Template 
• Open the downloaded Excel template.  
• Do not modify the header row or the Provider ID.  
• Enter the required information for each 

participant.  
o Required Columns  

 Credential Name 
 Data Coll Beg Date 
 Data Coll End Date 
 SSN 
 First Name 
 Last Name 
 WIOA 
 Enrollment Status 
 Program Entry Date 
 Program Exit Date 
 Outcome Earned 

 
Location ID and Program Number  
• To locate the Location ID and 

Program Number, select the second 
worksheet tab named Provider 
Reference.  
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CIP Code  
• CIP Code (Column D) - This field is 

required and must match the CIP 
code in the training program in IWDS 
2.0. 

• To Find the CIP Code for the program 
to be reported –  

o Click on the Training Programs 
Tab of the Entity Details Page. 

o Click the name of the 
training program to be 
reported.  

o Scroll down the program to 
locate the CIP Code number.  

• Enter only the six-digit code in the 
template. To ensure accuracy, 
copy the number below the blue 
box (highlighted) and paste the 
number into the Excel document 
and remove the period. 

• Do not include periods or 
hyphens.  
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• To complete your spreadsheet use the tables below to complete required fields in the Download 

Template File. Do not enter information into the instructions and examples file. This will not upload 
correctly.  

 
• Primary Outcome (Column E) – Enter the corresponding two-digit code.  
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• Beginning and Ending Collection Dates for (Columns G and H) – Enter dates in YYYYMMDD format. 

 
• Enrollment Status (Column O) – Enter Enrollment Status.  

 
 
• Ethnicity/Race (Column X) – use the corresponding 3 digit code Race/Ethnicity.  

 
• After all participant information has been entered, save the completed workbook using a unique file 

name. The File Name can be your choice, but the contents of the document need to have columns 
formatted like the template. 
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Blalock, Sarah
Didn’t we give them a naming convention?

Jones, Lisa D.
Also, let’s see what we can do about getting this on the page above. 
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Upload Performance Template 
After completing the template, the 
report must be uploaded to record 
performance. 
• From Your Entity Details Page, 

navigate to the Training Program 
Performance tab. 

• Click on blue Upload 
Performance button located to 
the right of Download Instructions 
& Examples. 

 

• Once selected, a File Selection Box will 
appear on your screen. Select the All-
Student Data Spreadsheet file you 
previously saved to upload and click Open. 

 

 

 

 

 

• If there are errors in the worksheet, a Performance 
Import Errors notification will display. Fix the error(s). 
Save the document. Upload the newly saved 
document.  
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• A green “Upload Complete” pop-up will appear on the 
top right of your screen if the upload was successful. 

• With a successful 
upload, the file displays 
in the table with the 
program year, name of 
the file, date uploaded, 
reporting start date, and 
reporting end date.  

• To make a correction or if an 
error is discovered in the saved 
All-Student Data spreadsheet, 
click the trash can icon on the right of the screen, to remove the file, make 
corrections and then upload the corrected file. 

 

 
 
 
 
 
 
 
 
 
 
 
 

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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