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Purpose Audience

This document is intended to explain how This document is designed to

t i n it servi n . .
0 add, view and edit services on a guide both trainers and end

customer career plan in IWDS 2.0.
P users through the process of

adding and editing services on

a customer career plan in the

IWDS 2.0 system.

2

o 0 Navigate to Customer Career Plan

()

7

1 1 wosT (& @ Home = Customers| (@ Dashboard i Reports /% Management Tools - Hi, Kelly Trimble
* Log into IWDS 2.0. (Link)

Search Customers #2, View Customers ®

* The View Customers T

que iS d iS played LastName 1=  FirstName 1.  Preferred Name [l  DateofBirth Tl  Numberof Applications I LWIA Tl  Zip Code T
Adams Scarlett N/A 04/04/2007 20 62701
Date of Birth

° The VieW Custome rS - Adams Scarlett N/A 10/02/1994 0 N/A 62701

* Select Customers.

Alvarez Sergio N/A 03/15/1980 0 N/A 62711

M SSN Last 4 |
pdge |S O tWo_ pd ne Alvarez Sophia N/A 03/30/1987 0 N/A 60439
. anderson Jjames N/A 01/25/2008 0 N/A 62704
age with the Search
Select a Program. v Anderson Michael N/A 05/22/1988 0 N/A 60087
) Anderson robie N/A 12/21/2007 1 20 62704
Filter on the left and o
Select a status... v Bain Christa N/A 11/08/1982 0 N/A 62025
H H Bake Ke ) N/A 02/21/2008 0 N/A 61761
the List View on the e ’ 21 ’
- Bell Audrey N/A 05/04/2005 0 N/A 60604
ight @ e
rl g . 125 Entries Page 10of 13 1 2 3 4 5 > » 1 10 v

i SeleCt the Customer Customer Profile: Scarlett Adams >

Prescreenings

Last Name with an -
Opplicqtion. Completion Type 1l status Expires On 1l Actions

Career Planner Not Started (Application Intake) 03/21/2026 (22 days) ® @@
(]
ScrO” to the Appllcqtlons Career Planner Expired 02/19/2026 ® @
section of the customer
Name App Date ¥ Program Sub-Program Status 1 Career Planner T Actions

prOfile - SeleCt the View Scarlett Adams WIOA Youth (WIOA 1Y)

Applicant VICKY MILLER —> @

|Con 1 Entry Page 1 of 1 1 110 v
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* Inthe “Which Area do you
. Customer Profile: Scarlett Adams >
want to work in” drop-down,

Application Summary >

Quick Links

select Career Plan.

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

* Note - you can also Career Plan | Career Pian

Recommendations

utilize the quick Intake

Signatures

“nkS on the Ieft tO QOutcomes | Career Plan

Credentials

' Qut
GCCGSS the Coreer Measurable Skill Gains | uieomes
Employment Follow-up
Plan Education T —

* The Career Plan is divided
into 3 tabs — Select the it s

Intake - Prescreening What Area Do you Want to Work In?
° Career Plan Career Plan v
Plan tab or Plan quick
Signatures
Recommendations Plan Signatures.

I. I Outcomes

Q View the Career Plan Services
,9\ . ° The CG reer PIGn Customer Profile: John Doe >
O

[¢]
Q) .
COnSIStS Of J— Application Summary >
uick Links
Goal S, Intake - Prescreening What Area Do you Want to Work In?
Career Plan Career Plan o
H H Recommendations
Objectives and
. Signatures )
Services that e
Credentials e o
Measurable Skill Gains Manage Goals, Objectives & Services
e oo
Education Key: @ Goals [ Objectives < Services
Gdded to G Follow-Up View Select a Goal or Objective

franstton Al v || select a Gaal or objective. . yw— _
Customer by

Occurrences & Activities

&l Name T} Status ] Start Date 1| Actions

Participant Summary Tools Goals & Objectives

the system or
Build the skills you need to get and keep a job, like good
CG reer Plo nner. Case Notes Services @ communication, leadership skills, using computers, and Not Started N/A ®

managing your meney.

Self Services & Information

(] Under the P|Gn Only Services Build your lsadership skills by taking part in hands-on

- workshops where you'll practice speaking clearly, solving Not Started N/A
eferrals

tq b u Se th e problems, and working with others.
I

Assessments . .
Develop skills to work, leam, and communicate in today’s

V|eW drop down Uploads digital world. ot started L2
menu to View
All.

<4 Workforce Preparation Skills Planned/Not Started N/A @

Logs
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NOte - use the seIeCt a Recommendations Signatures
Goal or Objective drop — ‘
Manage Goals, Objectives & Services
down to fllter the |ISt' Key: @ Goals [} Objectives < Services
Note — Utilize the Sortlcon  |[vicx Select a Goal or Objective
in eOCh CO|Umn as Services h Select a Goal or Objective.. ~ Show Unassigned Services Only =
needed Gnd the EE® IName 11 Status Tw  Start Date T End Date T.I Actions
Hambu rger menu to Gdd English Language Education N/A - Goal Not Assigned MN/A (Planned) N/A (Planned)
additional columns to the
table.
SeleCt the Eye ICon tO English Language Education
View Services on the
Career Plan. &Z%Tm,;dmtmmm) WIOA - Dislocated Worker Is:i‘:?u::::;CmﬁEwim E',‘l"' Number:
[WIOA 1D) /
Selecting View Services
allows for editing a . =]
Service when needed with
the Edit Button.
°
Add Services to Career Plan
To add a service
to the CO reer Recommendations Plan Signatures
P|On, Fl|tel‘ the Manage Goals, Objectives & Services
. . Key: @ Goals [3 Objectives 4 Services
VIeW to SerVICeS’ View Select a Goal or Objective
then SeIeCt Add Services A Select a Goal or Objective.. v Show Unassigned Services Only

Service
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+ Note — In order to add a ,
Add Services - David Doe - Adult (WIOA 1A)
service, there must be a
e
Goal & Objective oo Semch
GSSOCiGted. Enter Keyword.. = Reset
Goal Objective
L] After Selectlng Add Select Goal... X Select Objective.. e
Service, the Add Services * Advanced Search
Page will display. Utilize N
the Keywo rd Seq rCh Or Service Level i Service Name T Program-5ubProgram Selected Actions
Advanced Search as SO iy e O 08 /0
needed' SeIeCt the GOOI Basic Career Services Job Search Activities and WIOA - Adult (WIOA 14), WIOA - )
. . . (Staff Assisted) Assistance (STAFF ASSISTED) Dislocated Worker (WIOA 1D)
and Objective in the drop
. . R WIOA - Adult (WIOA 1A), WIOA -
Training Services QIT - Private Sector Dislocated Worker (WIOA 1D] @
down menus to add
related services.
° In the Flltered SerV|CeS ta blel Edit Service - Financial Literacy Services
the related services will Program: Servce Levek: Grant Number
WIOA - Adult (WIOA 14), WIOA - Individualized Career Services NfA
. . . Dislocated Worker (WIOA 1D)
display. Click the box in the
Selected column to edit a oot
Select an answer W
service, using the Edit pen. objecve”
Select an answer hd

+ Clicking the Edit pen will
display the Edit Service S v
screen for the selected Compltion status

Select an answer e

Service. This Service
Template displays the .
required fields to add the tnd Date

service to the Career Plan.

Comments

B save X Cancel
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The lllinois 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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