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WIAB 09-07

DATE: June 16, 2008

TO: All WIA Subrecipients

FROM: Joni Booth, Chief, Accounting

SUBJECT: WIA Participant Accruals for Program Year 2007

The WIA participant payment system will close on June 27, 2008 for this program year ending
June 30. AIll payments made by 2:00 p.m. on June 27 will be reflected in the system (if a
payment does not appear, it has not been paid). On June 30, the system will begin generating
accruals for payments not made.

The accrual system will open July 1 and close July 2 by 1:00 p.m. Mountain Daylight
Time. All WIA case managers will have the opportunity to view and modify system accruals
and to enter accruals not shown (see box below).

Remember, accruals should be made for unpaid participant expenses that have actually
occurred on or before June 30. Also, the system will accrue to the participant completion date.

So, verify completion dates before the system closes, which will reduce accrual changes.

Please direct any questions or problems to your regional liaison.

TO VIEW & MODIFY ACCRUALS

Logon to the WIA Management Information System (MIS)
https://labor.idaho.gov/applications/wia/login.asp
(Security clearance is required)

Select Accounting/Payroll, followed by WIA Participant Manual Accruals.
Then follow the instructions in red on the screens.

The screens are designed to be generally self-explanatory. However, more detailed
instructions are shown in the illustrations below, if needed.
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Idaho Workforce Investment

Information Syste

A TTzers Wust Log in Log in &= normal
USERNAME: |
PASSWORD: |
Login |
| WIA Main Menu | ’:‘E
| Client Inquiry | IDAHO
i YRKS
| Overview of Client |
| Accounting/Payroll |
[ Reports | Welcome to the
M_*L 1

sectreots | J(l@aho Workforce Investment
Information System
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From here generate a report for your site
number by title (or what ever is easziest for
wou to sweork weith) and print . This can be
waur guide in selecting which participants
may need accruals and which participants

may need accruals reduced.

| WIA MainMenu | WIA Reports
| Clientnquiry |
| Locate A Client | Management Rep( Select Obligation Repnr‘[sj
| Overview of Client | Obligation Reports
| Accounting /Favroll | .. o
Participant Activities
| Information | Participant Demographics
Participant Exit
Customer Satisfaction
Data Quality Reports
| WIA Main Menu | WIA Obligation Reports
| Clieninguiry |
| Locate & Client | *Program Vear: I:ZEIEIZ
|_Overview of Client | *Report: [ Obligations =]
| Accounting Pavroll |
Program: |Please selecta Program... j
| Seputts | WIE Number: [Pl lect & WIB... =]
| CRT—r | uttihet: | ease selecta
Siﬁ:lPlease selecta Site... j
Project: | Flease select a Project... j
MI

Case I'u'Igz:I
m:l

aderPlacement: 25 20 & 15 10 O 5 0(Best for printing)

*required

Submit Request I Clear Form
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| WIA Main Menu |

Client Inguiry

| Locate A Client |

| Overview of Client |

| Aj:cnum]_ng' Payroll

y

IDAHO Y=
we

Welcome to the

Select AccountingPayeall rkfﬂ rc E II’IVE St m E l]t

———srmation System

WIA Main Menu

Client Inguiry

Locate A Clieni

Overview of Client |

Accounting,/Payrell |

Reporis

Information

Please choose a function below

Participant Payroll Information

Participant Accrued Expenditures

Accounts Payabhle:

+ Payee Search by Vendor
Number/SSN
o Alphahetic Pavee Search

State Vendor File:

+ Vendor Search by YVendor
Number/SSIN
s Alphahetic Vendor Search

WIA Financial Reports

WIA Participant Manual Accruals

Accruals

Select WA Paricipant Manusal ’:
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PARTICIPANT EXPENDITURES AND ACCRUALS

B2472003 23355 PM -- - Update is Enabled--Userid=bhoyd

FOLLOW INSTRUCTIONS IN RED

‘ 1 - Enter all or part of S8 or First Name or Last Name. Then click Dl}lﬁ

Enter patt ar all of the SEM, Click
here. The next page will bring up
all that match the selected criteria.

Social Security Number

First Name

Last Name

&~ .
Get Paricipant |

gaa

Clear S5M/MNames |

PARTICTPANT EXPENDITURES AND ACCRUALS

62572003 1:35:50 PM -- - Update is Enabled--Userid=bboyd

FOLLOW INSTRUCTIONS IN RED

1 - Enter all or part of 558 or First Name or Last Name. Then click on 'Get Participant’.

Social Security Number First Mame Last Name Get Patticipant |
888 | [ Clear SSM/Names |
First Last
SSN
‘ ‘ IMame ‘ Name

88888888 |STEFFANIE | DUCK

Click ©On The Z5M
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1 - Enter all or part of SSI¥ or First ame or Last Name. Then click on 'Get Participant'.

Xocial Security Number First Name Last Iame Giet Paricipant |
8588888 [STEFFANIE | puck Clear SSN/Names |
by
‘ 2 - Click on one of the Cost Categories helow to show detail.
Action PrYufrarm‘meite N%er Et Obligations Expfnadsiltlures ACTI:DI:?;IS Ilﬁ:pair‘?diiurll:sd
| | 2002 | 33308 | OC15411 | ¢ | §L00 $0.90  $0.00 | $0.90
| 2002 | 33308 | XX21411 € | §1,089.00  $11975 %000 11975
| 2002 | 33308 0 21411 G| $000 270 §0.00 £2.70
| | 2002 | 33308 | x;¢21411 | I | $0.00 $27.00  $0.00 $27.00
| | 2002 | 33308 | 2OC21411 | B000  $755.00 $3,02000  $3,775.00
| | 2002 | 33308 | 20021411 X | s000  §12995 5000 $129.95
| | 2002 | 33308 | 50,00 §54.00  $0.00 §54.00
| | 2002 | 33308 || e o e o, || $989.00  $47000  $0.00  $470.00
| 8000 $15695 000 $156.95
o YT 41410 X | sooo|  $12995) soo0]  $12995
TIUUZ T AR | YY 41410 Y | 5000 §54.00  $0.00 $54.00
A [ 2002 [ A \l 2| | e
| | Totals | | | s207200  $1,90020$3,02000  $4,920.20
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3 - Click on Manual Owveride to toggle ¥/ and enter MManual Accrual.
Then click on '"Update Accruals' below.

| Cost Center [33308 | Fund Number [33{21411 | Cost Category [N

Iz zomething WRONGY If you SEE\L

accruals for big $'s amounts month
after month and no expenditures
wou are most likely missing a
completion date for this enrollment.
You will need to change these to
Tero.

Month Cas.h Automated é\i[r :::'lii MManual
Expenditures | Accruals (/M) Accruals
Tuly $0.00 $0.00 | |N |$0.00
August $0.00 $0.00 | |N |$0.00
September F0.00 $0.00 | [N |$0.00
October $0.00 $0.00 | |N |$0.00
- ik siotiiptibrtedill | O
Dlecem change the dullaar r:;]:ﬁ_::m to the desired % |$EIEIEI—
[amary ] E755.00] EU.W |$0.00
February $0.00 | $755.00 | |N |$0.00
March $0.00 | §755.00 | |N |$0.00
April $0.00 | $755.00 | [N |$0.00
May $0.00| §755.00 | |N |$0.00
Tune $0.00 $0.00 | | |$0.00 /
Totals |  $755.00| $3,020.00 | $0.00l,
Total Reported Accruals | §3,020.00 Update Accruals |

Then click Update Accrual

|

7
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Accruals have been updated!

3 - Click on Manual Overide to toggle Y/N and enter Manual Accrual.
Then click on 'Update Accruals® helow.

Cost Center (33308 | Fund Number 321411 | Cost Category N

Mot ot e v M
(Y/IN)

Tuly $0.00|  $0.00| [N [en00
G £0.00 $0.00 | [ Jsu.00
September $0.00|  $0.00| [N [en00
October $0.00|  $0.00| [N |[en00
Noverber §0.00|  $0.00| [N [en00
Decermber $0.00|  $0.00| [N [en00
Tatmary §755.00|  $0.00| [N [snoo
February $0.00| $755.00 | fv= [s100.00
March :'-‘-.fh;r zelecting Update .ﬂl-.ccruals waur Sl:lrEE.':\ ||$I:|I:”:I
April | T torsresio 9160, vou scouae || J9000
Moy | R
Tune mllzll'lth to chancoe hE.'fI:IIr'E.' vl click UrJdTI‘tE-" /_ ||$|:||:||:|—

Totals |  §755.00 $3,020.0‘0§ [ $100.00
Total Reported Accruals | $2,365.00 \ Update Accruals
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PARTICIPANT EXPENDITURES AND ACCRUALS
6/12/2003 11:18:10 AM -- - Up

FOLLOW INSTRUCT

| 1 - Enter all or part of S84 or First Name or Last

Scroll up to views this part of the screen.
You May now =elect another participant arl

Social Security Number First Name Last Name |
13
IBBE—BB—BBB | STEFFANE | DUCKE ‘ Clear SSM/MNames |

‘ 2 - Click on one of the Cost Categories helow to show detail.

R L T o ke
croll up to viewy this part of the screen.
‘ | 2002 | 33308 | W15 411 | E You can now select a nesw CDS‘tCa‘t.fl:l ]_CII:I| $0.50
accrue on.  *POTE* Your accrusls will be
‘ | 20072 | 212208 | 021411 | |  reflected inthe Totals st the bottom of this j_gg| £119.75
— page.
| | 2002 | 33308 | 21411 | © .00 | $2.70
| 2002 | 33308 | 21411 | I | §0.00] $27.00.\  $0.00 §27.00
| | 2002 | 33308 |  XX21411 | N | $0.00|  §755.00 §236500|  $3,120.00
| 2002 | 3/3308 321411 | X | $000|  $12995| $0.00|  $129.85
Or you can use the Add buttom to adda\Y 21411 | E | :ED'DU | $54'00 | :EO'DD | 554'00
new Cost Cat. Donot wonrysboutmakinga [41410 | A | $989.00|  $470.00| $0.00,  $470.00
mistake as once you have a new ling for
Cost Catyou wil ses aete buttonontre [41410 | I | §0.00  $15695  $0.00|  $156.95
o eriener acten 41410 | X |  $000|  $12995) $0.00  $129.95
. 772002 [ 33308 | ¥YY41410 | ¥ | $000) §54.00  $0.00 | §54.00
[asaf [[2002 [ ST HC AT =[S | T
| | Totals | | | 207900  $1,90020($2,365.00  $4,265.20
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