
Check List for Exiting a WIOA customer in IWDS: Follow these steps … Keep in Mind… 

 

 
 

 

✓ Update Credentials ✓ Credentials must be Industry 
Recognized Credential/Certificates to 
count for Performance. 
 

✓ Once you save the “Exit” you will not be 
able to record additional services, 
except for “follow up”. 
 

✓ Make sure you have all your supporting 
documentation in the file. 

 
✓ If  a customer doesn’t have a credential 

when they exit, they have an entire year 
to earn one! 

 
✓ If the Exit is not recorded w/in 110 days 

since the last service end date, must 
request review and exit from 
Commerce.  Contact 
Paula.Barry@illinois.gov  for exits and if 
you have  any other questions. 

 
✓ Timely and accurate customer exits are 

part of WIOA law. 
 

✓ Update Employment at Exit 

✓ Review/Enter Measurable Skill Gains 

• Make sure all are entered, update any 
missing gains.  

✓ Review Services - (click “List Enrolled 
Services” on Application Menu): 

• Review the services listed to make 
sure all services provided to the 
customer have been recorded. 

• Open Services?  Close the service by 
adding the end date and completion 
status. 

✓ Update “General” Exit:   

• Click on Update button 

• Choose School Status at Exit 
• Choose an “Exit Reason” 

• Click Save 

Customer is no longer a WIOA Registrant, will 
appear under “My Exiters”. 

✓ Open Follow-Up Service 

• Record follow-up case note 

• Follow up is REQUIRED for all YOUTH 
and adults or dislocated workers who 
entered employment. 
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