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Developing lllinois' Workforce . -

Incumbent Worker Tracking System (IWTS)

BACKGROUND

The Illinois workNet Incumbent Worker Tracking System (IWTS) was developed
in 2009 to support planning and tracking outcomes for American Recovery and
Reinvestment Act (ARRA) funded projects and WIA formula projects.

WIA POLICY LETTER NO. 07-PL-33 (and all subsequent changes)

attachments: Form #001 — Project Plan; Form #002 — Quarterly Reports;
Form #003 — Participant Detail Form

All Incumbent Worker grant projects through grants issued by lllinois
Department of Commerce and Economic Opportunity (DCEQ) Office of

Employment and Training (OET) continue to be tracked and reported using
\VARSH




IWTS

Illinois workNet
IWTS Functions

Reporting through lllinois Workforce Development
System (IWDS) integration and reports that can be
viewed on screen or exported as a spreadsheet.

Online template for all grantees to complete and
submit required quarterly reports.

Identification of workers to be trained and each
workers outcome.

Online template for all grantees to complete and
submit required training plans. Every IWTS project is
required to have a plan.

« DCEO staff initiate plans for non-formula grantees.

» Local Workforce Investment Area (LWIA) staff
initiate plans for formula-funded projects.

IWTS Process Flow

Step 1: An Incumbent
Worker Training Plan must
be submitted by the grantee
for acceptance by DCEO
that includes all Training
Courses.

Step 2: Grantee adds
employees who are
participating in training.

Step 4: Grantee submits
Quarterly Reports for all

Step 3: Grantee registers projects that:

employees in courses. * Have a plan with an “Accepted”
SEES
* Have a status that indicates the
project has not ended.

2/16/2015



Training * Connecting * Developing lllinois’ Workforce

Incumbent Worker Tracking System (IWTS)

ACCESSING THE ONLINE
GUIDE AND TOOLS

Access IWTS Guidance

Go to the new lllinois workNet site: http://www?2.illinoisworknet.com

In the footer, select “Partner Resources.” This is the new partner
resource and tool area.

Partners

Q, , Partner Resources
I!

Select Partner Programs from the menu, and then select
“Incumbent Worker Tracking System Guide and Resources.” This
page includes guidance and materials for download.

Partner
Programs

Setup & Helping Download and Partner News &
Training  ~ Individuals Print Events

2/16/2015



Incumbent Worker Tracking Guide and Resources

Incumbent 28
Worker S
Tracking

Guide and

Resources

S or i VTSP i Toos

This page includes guidance and :

. m— [Face]
materials for download. s o o i

Add Employers

mphiyes Information Raquiredfor THTS (Febrmsey 18 2035) (0 Lot &/ sl

Add Emplayees

mpleyes informaton Sacuired for TS (Fabrasy 8, 30151

Sign In to Access IWTS Tools:
Plans, Data Entry Screens,
and Reports.

Only grant recipient staff who have been identified as contacts with an
IWTS plan have access to IWTS plan, data entry, and report screens.

1. Go to the new lllinois workNet site: http://www?2.illinoisworknet.com

2. Ifyou don’t have an account, “Sign Up.” If you
have an account, “Sign In” from the top, right corner

of the site.

3. Select “My Dashboard.”

4. Select “Partner Tools.”
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Partner Tools

From the Partner Tools screen you will access all special tools to which you
have been given access. If you've been added as an incumbent worker grant
recipient contact, you will see a link to access the “Incumbent Worker Tracking
System.”

Welcome, Jeanne
ﬁ Jeanne's Dashboard

Settings
Update My Profile

Change Password Incumbent  The Illinois workNet Incumbent Worker Tracking System (IWTS) is the
Worker source for planning for and reporting on Incumbent Worker Training.
Update - News Tracking See DCEO Policy Letter No. 07-PL-33 for more information.

Subscription Settings System

Tools

Your Tools

Partner Tools

* Training * Connecting * Developing llinois’ Workforce

Incumbent Worker Tracking System (IWTS)

NAVIGATING
IWTS TOOLS
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Navigating IWTS Tools

After selecting “Incumbent Worker Tracking System,” you'll see this screen and
only your plans.

* You can filter to limit or narrow the type of plans you see on this screen.
» Click “Select” to go to a plans entry screens.

« Click “History” to see the plans timeline.

« Click “Review” to see all of the plan.

* Use the left menu to access submitted and current quarterly reports.

ncumbent Workers ""_ m.'.""‘_'. " ’ _“'Im"_ <
TWTS Quarterly Reports e
TWTS Stale Reports

Page Siem (35 =
Select Delete Lwis Grast® Frojest Prajest TiisGrastes Seatus InGesen  Sta  Gnd
Iaissivs

IWTS Plan Search Filters

¢ Select Incumbent Worker Training Plans
— Grantees only see their plan(s).
— DCEDO staff see all plans.

Incumbent Training Projects Search
Intiate an Incumbent Worker Training Project

Add Mew Project Plan

Select a Status | Select a Status type v
Select a Grantee | Sgelect 3 project organization v
Selecta Sector | Select 3 Sector type r
Select a Grantee LWIA | Seleck an LWIA ¥

Project Type Formula © Non-Formula @ Both
Is Green Initiative Mo O Yes ® Both

Poject Numbe

Keyword filter
$show advanced options

searcr Rreser
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Filtering IWTS Plan Status

Optionally, select any of the filters or click “search” to see a listing of all plans
regardless of their status.

Incumbent Training Projects Search

Inttiate &n Incumbent Worker Training Project
Add Mew Project Plan

Select a Status | Select 3 Status type v
LLEEETCEINN Seled g Status type v
Select a Sector | Initiated v

In Process
Select a Grantee LWIA Submitted

Project Type | Reviewed with Request for Clarification
Is Green Initiative | Accepted

; Request to Modify
Project Number Cancelled

Keywaord filter | Completed

4)show advanced option| CancellationRequest
ProjectDeny
Pending Complete

Project Plan Status

Type of 5 o
Grant/ 5 v 5 E 2 p 2 9 o
Action i g |3c 2 o 2 3 5
9 3588 ] o s 3
that 2 = (2 2o = o o} =
Changes @ 2 S 3 s o] @
Status =
Non- DCEO Grantee Grantee DCEO DCEO Granteeor IWTS DCEO Grantee
Formula DCEO and DCEO
Grants
SeldnllEE Grantee Grantee Grantee DCEO DCEO Granteeor IWTS DCEO Grantee
Grants DCEO and DCEO




Initiated — DCEO staff person completed the required fields (i.e. IWDS grant selected, grantee
organization selected or added and grantee contact with email address) and clicked to notify the grantee
to submit the training project plan. Any LWIAs with incumbent worker training funds included with their
formula grants can initiate training project plans.

In Process — Non-formula funds grantee is responding to a DCEO initiated request to complete a project
plan. They have entered some information and saved it but have not submitted it to DCEO for review. For
formula-funds grantees, the LWIA/LWIB is in process of setting up a project plan; they saved it, but have
not submitted it to DCEO for review.

Submitted — Grantees (both formula and non-formula) have submitted a training project plan for DCEO to
review. Grantees await a DCEO response at this point before proceeding with the project.

Reviewed with Request for Clarification — DCEO staff reviewed a submitted project plan and need
further information or correction made prior to the grantee proceeding with the project.

Accepted — DCEO staff reviewed and accepted a project plan, including plans that were resubmitted after
a request for clarification. Once accepted, the project plan fields are locked down so grantees cannot
modify the plan. The grantees may continue to add employers, training programs, and other information,
but they cannot alter a previously submitted plan. However, DCEO can change any plan after it is
approved.

Request to Modify — If a change to a locked down training plan needs to be made by a grantee, they will
submit a Request to Modify. DCEO will approve or deny the request. If approved the grantee can make
modification, if not, the training plan remains locked down.

Completed — The “final” quarterly report has been submitted.

Cancelled — The training plan cannot proceed, it is cancelled. Once a plan is submitted, only DCEO may
delete cancelled plans.

Project Navigator Menu

Each project plan has a “Project Navigator Menu” at the top, left corner of the
plan. Use this menu to access all information available about a plan.

« This menu is only for the selected plan.
* The menu has four sections:

1. Project Plan Screens

Incumbarnt Workrs. Burz - Now Trainin

2. Review and Submit IWTS Quaniarly Raparss
Project Plan bt
3. Add Employees and

Layolf Aversion —implating the Basic Project Information Page
. . Preject Bdustrie B : v
Course Registration F i
4. Plan Reports, Current IR
Project Credentials

Quarterly Report, and [ProfectSecos |faceuring - fiew Equpment A
. . Ei bl bod

Project History & =i

Actions

i Community Coliege - ARFA Sector Sased Gral
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Project History and Actions

See the projects’ history/timeline and communicate back and forth with

your DCEO contact.

¢ Sends email to:

— DCEO contact for
the plan.

— Grant recipients’
primary contact for
the plan.

« Prior to a project
closing, grantees can
request to change their
plan.

Project Actions and History

Project History
fcreated ‘Action | Detalia

528/2010 5:04:06 PM Submit Project
‘Show perans_»»

isworknet.com
S/28/2010 5:24:33 PM Submit Project
M Show Degais_»»

Project Accepted
Show Decails.. >

Request To Modify Project
Show Decails.. »»

Modification Request Approved
Show Detals.. »»

ton Typs | Select an action v

Action Hotas

a0 Bl XERERE Eifwe EFE &7

I

Training * Connecting * Developing llinois’ Workforce

Incumbent Worker Tracking System (IWTS)

STEP 1: SUBMIT
PROJECT PLAN

2/16/2015
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Step 1: Complete
Training Project Plan

1. LWIAs using Formula Grant funds, select “Add New Project Plan.”

2. All other grant recipients see the plan template already provided to
them by DCEO.

— Click “Select.”

Incumbent Training Projects Search
1 Proges |

Select a Sustus [Select o Status type -

Select s Grantes [Select a project organization |

Seloct a Secior | Sein,

Sextor type v
Sabect & Grantee LWIA [Select an LWIA |
Project Type Formuta O Non-Formaa @ Bom

Is Gesan Initlative 0 Cves ® Boin

o o o proect s |

Hayvesed Sitm (1 oy

Wanow aaeancea aotions

Page Slew | 35 |
Luwin Grant® FProjest Projest Title/Gramtes IsGrmen  Start
[

Iitintive  Date

20 0ATMIOW0 &8  Buz) turing 20 5
Non New Equipment Traming  Request for a0 1231
oy Fomua Buzz Manutactunng Clanfica
£’ 015 10453
A

Add New Project Plan

Selected DCEO and LWIA staff can Add New Project Plan.
— Only options are grants that are entered in IWDS.
— LWIAs only add new plans for Formula grants.

IWTS Grant Search

*Provide meaningful name** (#487)

Pm|nc! NﬁUI_ﬂBR’I’ Meanu
| -

Current Project Grant

A grant is already associated with this project. The existing grant would have to be remaved from this project before anather
grant may be selecled.

Remove Grant# Lwia Description Grant Type Start End
Amount Date Date
Bemove 08731010 30 Lincoln Land Community College - ARRA 351,287.00 Non- 2010-01- Z011-06-
Seclor Based Granls Formula L 30

2/16/2015
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Complete Your Incumbent Worker Training Plan
Dear [Name of Primary Contact with the Project Plan],

The lllinois Department of Commerce and Economic Opportunity (DCEO) Office of Employment and Training (OET) has issued your
Incumbent Worker Training Grant:

[IWTS Project Name] [IWDS Grant Number]
[IWTS Project Number] [Amount]
[Start Date] [End Date]

Please read this email in its entirety; it has important information about this project. We also recommend you save this email so you may
refer to it throughout the project.

Before you begin your project, you will need to log into the lllinois workNet Incumbent Worker Tracking System (IWTS) and complete a
training project plan. Once you complete your plan, you'll submit it electronically to DCEO OET staff who will review it and either respond to
you with arequest for a change to the plan or accept it.

After your plan is accepted by DCEO OET you will also:

. Add all of the employees who will receive the incumbent worker training to the plan. The IWTS will email you instructions to complete
this step once your plan is accepted.

. Show which training courses each employee is participating with. The same email sent to you with instructions on adding employees
will include the instructions for showing employees in all courses they are taking.

. Submit quarterly reports that include the status of each employee with the training and all outcomes. The IWTS will email you and let
you know when it's time to complete each quarterly report.

To complete your incumbent worker project plan, click the IWTS login link below. Once you log in, additional guidance is provided on the
plan screens. You will have an option with your plan to add other staff from your organization to view or complete the project plan. Once you
submit your plan, DCEO staff will be notified by IWTS to review it.

Follow this link to log in and access your plan, [Link to log in and direct to the IWTS Project Plan web page].

Before beginning your plan, visit the IWTS Partner guide. You don’t have to log in to review instructions and download materials any time
from this page: http://www?2.illinoisworknet.com/partners/programs/Pages/Incumbent-Worker-Tracking.aspx

If you have any questions, the DCEO contact for your project plan is:

Name of DCEO Contact for the Plan, Phone Number, Email Address

How to Complete an IWTS Plan

Project Navigator Menu
Grant Information
Project Detail

Layoff Aversion

¢ Plans are completed
following the order of
the “Project Navigator
Menu.”

Project Industries

Grantee Information

¢ To submit a plan for
review by DCEO, a

Hard-to-Serve Groups

Project Credentials

grantee completes
everything up to and
including “Submit Plan.”

Project Sectors

Employee Occupations

Occupation Upgrades

Employers

Training Courses

Add Employees

Course Registration

Reports/Queries

Complete Current Quarterly

Report

Project History & Actions

2/16/2015
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Building a Plan

With every screen you will always do one of these to save your work:

If there is a “Save” o D e “Select Checked
button at the bottom it%’ (\)I\lljllls,zlljgc:gg Items,” will add all
to theylan items you check to
plan. the plan.

of the screen,
always click it.

¢ Asyou Save, you'll know your work saved if you see a green message
indicating success. If you see a red message, make the corrections listed
and save your corrections.

* Asyou Add or Select, you'll see the items listed at the top of the page.
* You can select “Review Plan” as you go if you want reassurance.

* To move on to the next screen, you can click “Next” or use the “Project
Navigator Menu”.

* In the top right corner of the plan, you will always see the most current
status for the plan.

Q Grant Information

¢ This is pre-filled for all grants except LWIA Formula Grants.

¢ For LWIA Formula Grants:
¢ Grant Number
¢ Grant Type
¢ Search and Select

*Provide meaningful name* [#357

Project Navigator Menu

Current Project Grant
Currently there are no grants selected for this project.

Searches grants in IWDS
and fills in information
rant Hombar exactly as in IWDS.

Ksyword fitsr
GrantType O Formula ® Nen-Formula © Bath

IWDS Grant Search

2/16/2015

13



Q Project Detalls

All red fields are required.

* Project Number —ASSIgNed ;..o Click “i” icons for information.

by IWTS. st 57
. T|t|e Y Te* | **provide meaningful name®® y
+ Project Grant — From first A

screen. ool slalel 2 @68 EliEe Ex 2T
» Description
» DCEO Project Contact
e Status — Automatically

changes. T
¢ Accepted Date — fills Grantss

automat|ca||y When DCEO DcEo w:a-:\_:-:ua-:\ Selects DCED Gz ¥
aCCeptS the prOjeCt. i/ status | In Process v

» Project Start Date ¥ acoaptsaata
. W eropct start Dats o
» Project End Date -
L4 Is Green Inltlatlve &1y Green inttiative  © Yes @ Ho
+ Does this project have A
occupation upgrades? vt

© Project Details Continued

Ve

* Incumbent Worker Grant

Amount

* Project Cost [

* Costs on other prOjeCtS - Primss s slel Bl t0@R6 EiEk EEE o7
IWTS fills this in.

¢ Balance — IWTS calculates
this.

e Funds Use e g T

* Needs and Benefits M e

e Click “Save.”
e Click “Next.” e BT

2/16/2015
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° Layoff Aversion

Select from pre-defined at risk indicators and enter an additional
description in the text box.

e Click “Add.”

e Click “Next.”

Project Mawvigator Menu
S [ J ]

. Layoff Aversion
4 Click hara for an I the Layoff Aversion page
Actions 1D sk Indicator Indicator Information
Add 1 Declining Sales
Add 2 Supply Chain 1ssues
Add 3 Adverse Industry Market Trends
Update 4 Changes in k. Phil hy or O
Cancal
fudd 5 Worker Does Not Have In-Demand Skills
Addd [ Strong Possibility of a Job if Worker Attaing New
Skills
Edit T Other “At-Risk™ Indicators at risk indicators can be added after a project has
Deoiole been accepted

ﬂ Project Industries

Select from NAICS categories to select all codes that apply.

¢ Click “Select Checked Iltems.”
¢ Click “Next.”

et I .
“Provid [ful name™ (#357] |
ovide meaningful nam: [r— equ| ed

Project Navigstor Menu

d/Ciick for instructions on completing the Project Industries Page

B/Click for instructions on competing the Project Industries Page

xisting Project Industries
urrently there have been ng records s

for the project X .
Existing Project Industries.

earch and Select Additional Codes. Gurrently there have been no records selected for the project
setecta naics Catagany | Select 2 Naics Category v Search and Select Additional Codes

Kayword fitar | Select 2 Naics Catego

1 iculture, Forestry, Fishing & Hunting
21 - Mining Selacta Nalcs Categery | 21 - Mining v
22 - Utilities Page Sz Keyword fiter
23 - Construction
31 - Manufacturing
2w
1 melasae Trade |_rreviolll  seiect checked records Pags sus [ 25 v
51 - Information =
nce and Insurance 2
53 - Real Estate and Rental and Leasing 212
54 - Professional and Technical Services 213
55 - Managemant of Companies and Entarprizes 2
56 - Administrative and Waste Services
61 - Educational Services
62 - Health Care 2nd Social Assistance
71 - Arts, Entertainment, and Recreation
72 - Accommadation and Food Services EEZE

81 - Other Services, Ex, Public Admin

1-4

Gil and Gas}

2/16/2015
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° Grantee Information

Identify grantee organization along with primary and secondary contacts.
« Primary contacts receive emails from the system.

° Cl i C k“ Save.” Review the orartes organization and Contacts

ot O rgantzation:

Srzator et
Project Grantee List
osnizston sesrch nstrustions
Search for Grantee
oty [Springfield
Koywort
T
Search Results
28 recorsis) founs
Page sis 25
Projéct Grastse List
ks Baskaibal Camp
e —
[ir=s Agenay o Aging for Linsonnd Tns
Fomrch for Gramine fon of lingis Gt Cooperaives 5ih 51, Frontags Rd [Spring
ShGove Azss [Sprngren
s o Eprngr
Eprngred
Bio Teon Wza 36 T lest Wasssh v [Bpngten

ﬂ Grantee Information

* Click “Save.”

organization and Comacts

WReview the orantze

Cument Organization: Asron Nursing

AddiEdit Grantee

Complete 3l requi

ields below, click Save, then click the tab im iately 1o the right of the cumrent tab.

Record i 3152
Hams*: [aaron Nursing
strastAddrass*: (315 E, Madison, Ste. 3L

Strest Address 2:

Springfield
din

- le2701

Ext.
Phons must be In format
SE2-a88-22E0

Fax
Fax must b@ In format
#48-828-8888
Agancy Typa

Higtory

2/16/2015
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° Grantee Information

e Click “Save.”
e Click “Next.”

Currsnt Organization: Asron Nursing

Required.
[ Otanization || Contacts | IWTS Project Grantee

*“Provide meaningful name** (#357|
Contact List
o - § Project Navigator Menu
UGrantee Contact Instructions

Fitsr Existing Contacts By Last Hams:

UReview the orantes organization and Contsets

Mo recands were found for search criteria Curront Organization: Asron Nursing

page s | Ctmanzation

Add 3 New Contact

Add 3 new contact by searching for an existing aoeount (recommended) or by adding a new p | Add/Edit Contact
e o i rorm e e 03
Firet {ghven) Name*
Name*.
Contas pe*. | << Select one > ¥

E-man agaress

° Hard-to-Serve Groups

Select all applicable hard-to-serve groups for employees who will get training
from this project.

¢ Click “Select Checked Iltems.”
¢ Click “Next.”

Required if any of these groups are applicable.

IWTS Hard To Serve Groups

ZProvide meaninaful name™ {#357]

.Click for instiuctions on completing the Hard-To-Serve Page

Existing Project Hard-to-Serve Groups.
Currently there have been no records sekectd for the project.

Select Additional Codes

= ]
Disabilities
2 Ex-Offenders
3 Low Income
4 Minorities
5 Vegterans
-] Youth

2/16/2015

17



‘ Project Credentials

Select all credentials the employees will earn.
e At minimum, “Certificate of Completion” must be selected.

¢ Click “Select Checked Items.”

¢ Click “Next.”

TS Project Credentials

“Provide meaningful name** (#357)

Project Navigator

§/Click for instructions on completing the Projec

Existing Project Credentials
Currently there have been no records selected for the project.

Select Additional Codes
Pags iz [ 25

6 Project Sectors

Select sectors.

Click “Select Checked ltems.”

Existing Project Sectors
Currently there

ave been no records selected for the project.

Select Additional Codes

Select checked records Pags §izs [ 25 v

Code

Agriculture, Fi d Matural Resources
2 Architesture and Construction
3 Aits, AN Technology and Communigations
4 Business, Management and Administration
5 Education and Training
[ Finance
7 Government and Public Administration
5 Health Scie

2

Hespitalty and Tourism
Human Services

Information Technakogy

Law, Public Safety and Securty
Manufactur

Marketing, Sales and Senvive
Science, Technology, Engineering and Mathematics

Transportation, Distribution and Logistics

& m R D

2/16/2015
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© Employee Occupations

Select all employee occupations for all employees to get training.

¢ Click “Select Checked Items.”
¢ Click “Next.”

Search and Select Additional Codes

Selectan Oceupation | Architecture and Engineering Cccupations v

Pagesis 25 ¥

Category
Kaywora fitsr
quired F
Existing Project Occupations

Cunently there have been no records seleeted for the project

Search and Select Additional Codes

Selact an Ocoupation | Selzct an Occupation Category
catsgory
Keyword fiter

ineering Occupations

Business and Financial Operations Occupations
Community and Social Service Occupations
Computer and Mathematical O
Construction and Extraction Occupations
Education, Training, and Library
Farming, Fishing, and Forestry Occupations
Food Preparatian and Serving Related
Healthcare Practitioners and Technical
Healthcare Support Occupations
Instzllation, Maintenance, and Repair Occupations
Legal Occupations

Lifs, Physical, nd Sacial Science Occupations
Mznagament Occupations

Military Specific Dccupations

Office and Administrative Support Occupations
Parsanal Care and Service Occupations

Arts, Design, Entertainment, Sports, and Media Occupatic
Building 2nd Groundz Clezning and Mzintenance Decupat

Auchitecture and Enginesring Occupations
Achitects, Except Landscaps and Naval
Landscape Architects

Cartographers and Photogrammetrists
Surveyors

Aarospace Enginesrs

Agricutural Enginesrs

Biomedical Enginsers

Chemical Engineers

Civil Engineers

Computer Hardware Engineers

Electrical Engineers

Electronies Engineers, Except Computer
Environmental Enginesrs

Health and Safety Engineers, Except Mining Safety Engineers and Inspectors
Industrial Enginesrs

Warine Engineers and Maval Architects
Waterials Enginesrs

Mechanical Engineers

Mining and Geological Engineers, Including Mining Safety Engineers
Nuslear Enginzers

Petroleum Enginasrs

Enginsers, All Other

Achitectural and Civil Drafters
Electrical and Electronics Drafiers

@ Occupation Upgrades

In the Project Detail section if the answer to this question “Does this project have

occupation upgrades?” is yes, select all applicable occupations.

e Click “Select Checked Items.”

* Click “Next.”

Existing Project Occupations
Currently there have been no records selected for the project.

Search and Select Additional Codes

Selactan Dceupation | Sglact an pation Category
Bt Select an Occupation Catego
Keyword fitsr | 2rchitecture and Engineering Occupations

Building and Grounds Cleaning and Maintenan:
Business and Financial Gperations Dccupations
Community and Social Se
Computer and Mathematic
Construction and Extraction
Education, Training, and Library Occupations
Farming, Fishing, and Farestry Gceupations

Healthcare Support O

Installation, Maintens
Cccupations

cal, and Social Science Occupations

Manzgement Dccupations

Milicary Speci upations

Office and Administrative Support Occupations

Persanal Care and Service Occupat

upation

Arts, Design, Entertainment, Sports, and Media Occupations

Food Preparation and Serving Related Occupations
Healthcare Practitioners and Technical Occupations

=, and Repair Occupations

Required only if upgrades are
applicable to any of the employees
being trained.

Lantucape a0 M

Canugraphers and Fresgrammeira

Bianedeal Ergeeess
Chemiai Ergmeers

Eletironas Enginesrs. Exeapn Compue
wrmmertal Ergeews

Haams ans Safety Dageert. Dickon Mineg Satety Dngeasns 302 Iragectsns

2/16/2015
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@ Employers

Enter information about each employer.

¢ Click “Save.”

{Click for instructions on completing the Project Employers Fag

Required.

Azron Hursing
Organization List ][ Crganization || Contacts | [ Work Sttels)

Add/Edit Employers
Compiete all required fields below, click Save. then click the tab immediately to the right of the cument tab.

Record it 2158
Nams*: aaron Nursing ]

Project Employers List

4/Organization search instructions

Search for Employers

ciy*: Springfield

Keyword!

Search Results

25 record(s) found

Pags i [ 25

[B18 E. Madison. Ste. 3L

Straat Addrass’: 315 E. Madison, Ste. 3L |

* Springfield

Phons must ba In format
e
Fax must os I format
rr—
ypa [ Select an Agency Type
akct an inat appy

Nursing Services. inc

218 E. Madison, Ste 3L

[Addus Healthcare

323 Stevenson Dr., Suite B|

[8adus Healthears

321 Stevenson Dr. Ste. B

2/16/2015

(1045 Cuter Park Drive

= Red Cross
1guodala Basketball Camp

Black
Amerizan Indizn or Alazkan Native
Prafer not 1o answer

Hawaiian or Pacific Istand () Female Cwned

[Area Agency on Aging for Lincoinkand, Inc.
iation of llincis Electric Cooperatives

S8th S, Frontage Rd

East
[E020 Ash Grove Road

[6020 Ash Grove Road
North Fifth Street

nter the maton as a doflar amount contributad

i/ How ths smploysr

matoh willbs providsd-

VO-A%S B IUFEFIEE
A | BB AN e B L

[1205 West Wabash Ave.
lSute J
[¢8 Brandon Drive

o Seneiis S i Greet SprnarepzTes

@ Employers

Enter organization information and contacts.
¢ Click “Save.”

Cumant orgsnization: Asron ursing
Trosrizsten et || Orarzsien ||

Tories [ W i

Required.

AddiEdit Employers
Compista all required fiekts beiow, clck Save, then ciick the tab immed the cument tab

Rscordid
Nams®:
Strast Addras

319 E. Madisan, Ste, 3L

strootagarsss 2:
* [Springfield

J Crganizaton List ” Crmanization ” Conlacts " Vot Sta(a)

Phona-
Phona must ba I format
-#88-4884.
Fax.
Fax must te In format

e e e Ao Add/Edit Contact

;16121
Mama: Chelsea Jones
E-mad ¢jonasB33_lnoiwerret com

sessens
Vistnis msationa © Yes @ No

Hiinaigworknet. com

 Cance | At e person

Ownar's Ethnicy ) White Blask
{Gnack antnatap Hispanic American Indian or Alsskan Native

sian
Hawaiian or Pacific Island

tar tha maton a8 3 a0

U How the employer
maten wi bs providsa®:
YO-BmB| B I U EE =
Stk BBIB e D
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@ Employers

Enter all work sites for each employer.

* Click “Save.”
* Click “Next.”

Cursnt Organtzation: Asron Nursing

roerizsron e || Orgsrzsior || e Sies

Add/Edit Work Site

Ssiscta Work Site [ Select one ¥

G

Compiste 31l requirsd

Bhons mustbs In format
[T

Fax
Fax must bs In format
[ror—

agancy Typs

s artn
‘of thls training at tnis Joi
o

vO-aW =

i2kis beiow, cick Save, then ick the 13b immEdiately 1o th right of the current 1ab.

Bt

Select an Agency Type ¥

@ Training Courses

Enter training course information:

— Title, Description, Provider Name
— Course Credentials

e Click “Save.”
e Click “Select Checked Items.”

— Classification of Instructional Programs (CIP)

dCiick for instructions on completing the Project Cour

Page size |25 v
[seiect  Deiete  Course Titie Provider Name

Course provider

thd

Hame of Provider

Sekct Delew A second course for this project (0)
Select  Delete the main course (5)
Select  Delete  Tie of the new course (0)

4
EXLRCAFAFIREAr 10 [ WEEALE E 1BFE-d

Provider Name
Histary

Existing Course Credential Codes
Currently thers have been no records selecied for the project

Select Additional Codes

Select Checked Items Page Size |55 -

u Code Title

Associste Degree

Search and Select Additional Codes
Selpct 8 CIP Famity
Select a CIP Family >

Kayword fitrer
sea e

1

Page Sire (35 -

2/16/2015
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Q Training Courses

Classification of Instructional Programs (CIP)
* Click “Select Checked Items.”

Existing Course CIP Codes
Cumrently there have been no recards selected for the project.

Search and Select Additional Codes

Selecta OF Family | agriculture, Agriculturs Operations, and Related Sciences. ¥
Keyword filter
Search | Reset
Select checked records PageSize [ 35 v

-
o1 0162 e o e e e
that prepares indiviaials to manage agricultural businesses and agrisultually related operations within diversified comarations:
e sgricuturs, agricuitursl spscialization, business mansgsment, sccounting, finance, marketing, planning, human
and

resources agen
01,0599 Agricultural and Domestic Animal Services, Other.

Any instructional program in agricutural and domestic animal services not isted sbove
01.0801 Agricultural and Extension Educafion Services.

A program that prepares Indivicials 1o provide [EFeITal, CONSUting, technical azsiztance, and SqUCalional Senvices 1o gardeners, famers,
ranchers, agnbusinecses, and offier organizations. includes insfruction in basic agriuitural esiences, agnicuitual business operations,
pest cantral, acult education methods, publii refatins, applicable state laws and reguistions, and communication skill. (Moved from

102)
010401 Agricultural and Food Froducts Processing.
4 program that preparea vkl o eosive, nspeo. st procsas, s paclage sgrcuturs rocucts i the fom of humen food
umabies, animal or pisnt food or Gther inclistrial procusts. Includes instrustion in the nufrient and industrial properties of vanious
ural proclicts: logistics and storage procedires; chemical and meshanical processing aperations; packaging, safety and health
requirements; and related technical and buzinesz J:nn:‘b‘es

011104 Agricultural and Horticultural Piant Eresdin
W) A program tha fooussa o e apptcaton of genetics and genetic enginearing f the improvemment o agrcutusl piant heaith, the
Sevekopment o new piant varhes, & i electve Improveamens of acubure Font popuIStias. Ichidet etriction 1 Genefics,
genstic engineering, population genefic=, agronomy, piant protection, and biotechnology.

o1.0002 Agricultural Animal Eresding

A program that focusee on the application of genstics and geneic enginesring to the improvement of agrioultural animal heaith, fhe
development of new animal breed, and the selestive improvement of agnoulfural animal popufations. includes instruction in genetios,
genstic engineering, population genefics, animal heaith, animal husbanaty, and bistechnology. (IMaved fram 02.G202)

010101 Agricultural Business and Management, General
A general program that focuses on modem business and econamic principles invalved in the organization, operation, and management of
agricultural enteprises.

010159 Agricultural Business and Management, Other.

A instmistional nearn in Amrebra] business s mansssmsnt et fise shaus

@ Training Courses

For every training course identity

every sessions: J——
» Start Date E——
e End Date

e Session Title

¢ Instructor Information

« Location Information

EXAMPLE - If a session is offered -
over three separate time frames, et o~

enter each sessions information. )

* Click “Save.”
* Click “Next.”

2/16/2015
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@ Review Plan

Generate the entire plan and print it.
» Scroll down to see if there are any errors.
* You can print it on paper or print it to a PDF file.

Ez=E=n

Paliting Bromst Sratastan

R miaEng ey

Grantee clicks
“Submit Plan” and
is presented with a
confirmation
screen.

On submit, DCEO
contact is emailed
and status changes
to “Submitted.”

IWTS Project Details

Required.

“Provide meaningful name™ [#357

Project Navigator Menu

Grant Information

Project Detail

Layoff Aversion

pleting the Basic Project Information Page

Project Industries

Grantee Information

Hard-to-Serve Groups

Project Credentials

meaningful name**

Project Sectors

Target Occupations

Occupation LUpgrades

Employers

Training Courses

Review Plan

Submit Plan

Add Employees

Course Registration

Reports/Queries

Cument Project Status

Project History & Actions

Inode | HTMLte

2/16/2015
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Training * Connecting * Developing lllincis’ Workferce

Incumbent Worker Tracking System (IWTS)

STEP 2: ADD EMPLOYEES

S

Add Employees
Who are Receiving Training

Add employees after your plan is “Accepted.”

There are two options for how you add employees:
— Option 1: Enter employees one at a time.
— Option 2: Bulk upload multiple employees.

« Either way, add all of the employees at one time or continuously add
employees who will receive training as those employees are identified.

Option 1

* Enter each  Bulk upload
employee one multiple
at a time. employees.

2/16/2015
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Option 1: Enter Employees
One At a Time

1. Select the employer and worksite. g
Required.
2. Enter each employee.

Add/Edit

e Check box if adding
multiple employees.

e Click “Save.”

e Click “Add New Person.”

mernican Indian or Alsskan Natwe
]

Work Sites:
16:Employses O Only those with an oocupation

‘Occupation - Show: O Cnly those with NO
@ All Employses
Fiitar Exiating Contacts By Last Hams

Check this box f you are gaing to add multiple empicyses {or 3dd a new employes after saving the curent employes)

add New Person

Option 2: Bulk Upload
Employees Receiving Training
If you bulk upload employees. There will be two steps:

— Step 1: Bulk upload employee’s personal information.
— Step 2: Identify each Employee Occupation.

Step 1 Step 2
» Complete the bulk * |dentify each

upload Employee
Occupation.

2/16/2015
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Option 2: Bulk Upload
Employees Receiving Training

Step 1: Complete the bulk upload; get sample files from the IWTS Guide.

1. Create an xml, excel, or csv file of your employee records. R e
2. Each record MUST include the following fields: equired.
(for csv & excel files use field name headers)
M ssn

« firstName
e lastName

* zipCode
* birthDate
* ethnicity

* militaryStatus
« disabilityStatus
« disabilityCategory
e gender
3. Click "Upload Excel, CSV or XML File" button.
4. Browse to computer and select file for upload and click "Open®“.
5. Click "Upload File" button.
6. Click "View Data" button to verify data is correct.
7. Click "Import Data" button.
8. Take note of system status. It will alert you to any errors and number of records imported.
9. Close window.
10. Click "Refresh" button on Employee screen.

Option 2: Bulk Upload
Employees Receiving Training
Step 2: Identify each Employee Occupation.

e Click “Update Checked Items.”

4 Mass Updates of Employee Occupation

e e [Boilermakers (47-2011) B
Will Training Update @ [jo (O Yes
Occupation
Upgrade Occupation: | Select an Upgrade Occupation v
Close Pansl

Remave [customerl814, worknet
O |Select |Remove military0428a, test Aircraft Structure, Surfaces, [Ves [First-Line Supervisors of
Rigging, and Systems (Construction Trades and
‘Assemblers (51-2011) [Extraction Workers {47-1011)
[1|Select [Remove |Pesci, Joe ‘Actors (27-2011) Yes [Boilermakers (47-2011)

2/16/2015
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Training * Connecting * Developing lllinois’ Workforce .+

Incumbent Worker Tracking System (IWTS)

STEP 3: ADD EMPLOYEES TO
COURSES AND SESSIONS

Step 3: Course Registration

e This is where you will:
— Add employees to Course Sessions.
— Make corrections to remove employees from Course Sessions.

Only remove employees
from courses that were
mistakenly added, not

because they quit their job
or because they did not
complete the training.

If an employee does not
successfully complete the
training, you'll indicate this
with the quarterly reports.

2/16/2015
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¢ Course and Session.
¢ Select Employer.

¢ Select Worksite. FE———
¢ Select those NOT in course. ——

Step 3: Course Registration

Employees are added to courses.
This information should be added ongoing as it occurs.

ol

Select = course seszion ¥

Empioyar | 7 Mile Salutions Companies ¥

Optianally enter th fist fzu o

¢ Select all employees to add to
the course. O ——
[ o]

Existing Rgistration. O Automatically move
Handing @ Do NOT mave work:

Page sus |25 v

¢ Alternatively, if you mistakenly
added an employee to the
wrong course, select:
— Only those in the course.
— Select “Remove” adjacent
to the person.

-@;fs!:'..et' —

Training * Connecting * Developing llinois’ Workforce

Incumbent Worker Tracking System (IWTS)

STEP 4: SUBMIT
QUARTERLY REPORTS

2/16/2015
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Step 4: Submit Quarterly Reports

Quarterly Reports are automatically generated for all “Accepted” projects.

Access your current Quarterly Report any time from your “Project Navigator
Menu” or select “IWTS Quarterly Reports” from the left navigation.

An email will be sent to the grant recipient's primary contact when it's due.
The schedule is available from the Quarterly Report and the IWTS Guide.

Submit quarterly
reports for all plans
that have an
“Accepted” status.

Submit every quarter
until the final report is
due.

DCEO will approve
the Final Report or
request that it be
corrected and
resubmitted.

To submit a final
report, You must
answer “Yes” to, “Is
this the final report?”

Step 4: Submit Quarterly Reports

Each quarterly report has four sections that need to be completed as seen
with the tabs below:

1. Status Report
2. Workers Training Status
3. Workers Training Outcome :
| .
4. Review and Submit
lﬂ itted) ° 0

. Zearch | Status Repart | Workers Training Status | Warkers Training Qutcome | Review and Submit

Search for Report
WClick here for Instructions

Select a Grantee:
| Select a Grantee v

Select an LWIA: | Celectan LWIA ¥

Select a Project*:
| Select a Project

Select 2 Report*: E'

2/16/2015
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Step 4: Submit Quarterly Reports

Complete all required information with “Status Report.”
e Click “Save.”

Vg
Peograsa®

Status Report ve-8w B 7 g B
Click here for Instuctions

All corpleted

Projectia 308
Report perica 6/30/2013

Id 859
Report Status: Submized
ot 4; 12681007

lame: Amy Santacaterina

ny Name: The Chicaga Cook warkforce Partnership

g Name: 7 Mile Solutions-Tntagrated Management Systams
the final @ Yes

f [18,760.00

Project Status*: | On Schedule v
V Project Overview®
TO-Rme B iU EE =

BB IR0 B
Training Plus ine. completed the Integrated Management System training for 7 Mile solutions.
the trainme featured course work m 180 9001, AS9100 , 1SO 13485 and FDA 21 CRRS20 and
ITAR/

The cnly obstacle was learnmeg the

BB G R e B ¥ Semiite
The training was complated and 14 people attended and sueessfully completed. et

s0-0% B r oy EE

BB AR

TR NN

BB AN Ek

reporting and tracking finction m Ilinos WorkNet for
inewnbent working. We had soms tachrically difficulty dalaying some reperting

7 mule solutions anticipates greater efficiency and procuctivity will result from the traming.

Step 4: Submit Quarterly Reports

« For each course, select each “Workers Training Status”:
Not Started

In Progress

Completed and [credentials added to the plan] Earned
Did not complete requirements

e Click “Update Workers.”

BOI0011 {In Progress)

Incumbent Workers Training Status a

Traiming Completion [1ic: Started

[Mat Startes ]

[ ot Complate Aaguirararis -

2/16/2015
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Step 4: Submit Quarterly Reports

For all employees who have completed the training, update all “Workers
Training Outcomes” with all that apply:

— Retained Earnings

— Wage Increase
— Promotion

Click “Update Workers.”

7 Mile Solutions-Integrated Management Systems

6/30/2013 (Submitted)

Storus siepors | woreers Truning Seemus

Incumbent Workers Training Outcome
Llick here for tions
Training Outcome®: () Retained Employment
Wage Increase
Promation

Page Size:

Training Outcome
# Retained Employment [ Wage Inc Promotion
# Retsined Employment [ Wage In Promation
Brown, Veronica # Retwined Employment O Wage In Promotion
Cabrale, # Retained Employment () Wage In: Promotion
Carrillo, Maria # Retained Employment () Wage Ini Promotion
Chagolla, Elia # Retsined Employment [ Wage In Promation
Guzman, Nest # Retmined Employment O Wage In Promotion
Hanlon, Thomas # Retained Employment [ Wage Inc Promotion
Juzrez, Carles # Retsined Employment [ Wage In Promation
Losh, Glen # Retined Employment O Wage Incre Promotion
McCracken, Shawn # Retzined Employment 1 Wage In Promotion
Michels, Paul # Retained Employment () Wage Inci Promotion
Pineda, Urbano # Retsined Employment [ Wage In Promation
Wilhelm, Richard # Retmined Employment O Wage In Promotion

25 v

Step 4: Submit Quarterly Reports

The grantee reviews the quarterly report and then submits:

Scroll all the way
down and correct
errors before
submitting.

Once you submit,

your DCEO contact is
automatically notified.

Click “Submit.”

7 Mile Solutions-Integrated Management Systems

6/30/201% (Submitted)

Searen | Starus aepors | workers Trsming Setus

Project Status
Project 1d: 308
Report Period £/30/2013
Ending:
1d: 859
Report Status: Submited
IWDS Grant 5: 12681007
Preparer Name: Amy Santacatering
Company Name: The Chicage Cock workforce Partnership
Training Name: 7 Mile Solutions-Integrated Management Systems
Project Status: On Schedule
Owerview: Training Plus
Mile solutions. the training festured course work in 150 9001, AS9100 , IS0
13485 and FDA 21 CRR820 and ITAR/
Outesmes Aehieved: The training was complerzd and 14 pesple amended and successfully
complatzd.
Quarter Progress: Al completed.
Obstacles The only obstacle was learning the reporting and trax
Deseription: Worklet for incumbent working. We had some tac
some reporting.
Benefits Description: 7 mile solutions anticipstes grester efficiency and procuctivity will result from
the training.

ing function in linois
eally difficulty dalaying

Incumbent Worker Status Summary

Course: Integrated Management System

[Completed and Cartficate of Completion Earned|14

Incumbent Work

Outcome Summary

# Retained Employment =se | Promoton [13

| # Retzined Employment

zse @ Promoton [1 |

mpleted the Integrated Management System training for 7

2/16/2015
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Training * Connecting * Developing lllincis’ Workferce

ILLINDIS -
-@mﬂ

The following contacts are with lllinois Department of Commerce and Economic
Opportunity (DCEO), Office of Employment and Training (OET):

* Gary Eicken -WIA/WIOA discretionary funds: Gary.Eicken@illinois.gov

* Deb Pellegrini -Formula grant questions: Deb.Pellegrini@illinois.gov

« Lorraine Wareham - Layoff aversion/Rapid Response grant questions:
Lorraine.Wareham@illinois.gov

For general technical information and access to IWTS tools, send an email to
info@illinoisworknet.com.

2/16/2015
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