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WIAB 12-05

DATE: June 9, 2006

TO: All WIA Subrecipients

FROM: Joni Booth, Chief, Accounting

SUBJECT: WIA Participant Accrualsfor Program Y ear 2005

The WIA participant payment system will close on June 29, 2006 for this program year ending June 30.
All payments made by 2:00 p.m. on June 29 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 accruals will open July 5 and close July 6 by noon Pacific 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 problemsto your grants manager.

TO VIEW & MODIFY ACCRUALS

Logon to the WIA Management Information System (MIS)
https://cl.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.

MAIN STREET OFFICE e 317 West Main Street e Boise, Idaho 83735 e 208-332-3570 e cl.idaho.gov
Equal Opportunity Employer




Idaho Workforce Investment
Information Syste

Al Tzers Must Log Log in &= normal

USERNAME: |

PASSWORD: |

Login |

| WIA Main Menu | ’:.E
| Client nquiry | IDAHO

| Locate A Client | w

| Overview of Client |

Accounting Payroll
I Reports = I Welcome to the

| Dnf—

Select Reports \ Idaho Workforce Investment
Information System




From here generate a report for your site

number by title (or what ever is easziest for
wou to weark weith) and print it. This can be
waur guide in selecting which participants
may need accruals and which paricipants
may need accruals reduced.

| WIA MainMenu | WIA Reports
| Clientnquiry |
| Locate A Client | Management Rep( Select Obligation Reports j
| Overview of Client | Obligation Reports
| Accounting /Favroll | .. 00nn
Participant Activities
| Information | Participant Demographics
Participant Exit
Customer Satisfaction
Data Quality Reports
| WIA Main Menu | WIA Obligation Reports
| Client Inquiry |
| Locaie A Client | *Progratn Veat: IEDDE
| Overview of Client | *Repart: [Obligations =
| Accounting /Payroll |
| | Program: IPIease selecta Frogram... j
Reporis
| o it | WIB Number: |Please select aWIEI...j

Site: |Please select a Site...

Project: IPIease selecta Project...
fctivity: |
Case M |
|

ader Placement: & 25 [l " 15 10 5
*required
Submit Request I Clear Form

01 (Best for printing)




| WIA Main Menu |
| Client Inquiry |
| Locate 4 Client |
| Overview of Client |
| Accounting Payroll |

IDAHO Y=
Wyt

Welcome to the

—

=elect AccountingPayrall

———sTmation System

| WIA Main Menu |
| Clieni Inquiry |
| Locate A Client |
| Overview of Client |
|
|
|

Accounting/Payrell |
Beports |

Please choose a function below

Participant Payroll Information
Participant Accrued Expenditures

Accounts Payable:

+ Pavee Search by Vendor
Number/SSTN
+ Alphabetic Pavee Search

State Vendor File:

s Vendor Search by YVendor
Number/SS
s Alphahetic Vendor Search

WIA Financial Reports

WIA Participant Manual Accruals

rkforce Investment

Select WA Participant Manusal
Accrusls




PARTICIPANT EXPENDITURES AND ACCRUALS

B242003 2:33:55 PM - - Update is Enabled--Usetid=bboyd

FOLLOW INSTRUCTIONS IN RED

| 1 - Enter all or part of 3S or First Name or Last Name. Then click o

Enter part or all of the S5M, Click
here. The next page will bring up
all that match the selected criteria.

Social Security Number

First Name

Last Name

7 o
Get Paricipant |

888

Clear S5M/MNames |

PARTICIPANT EXPENDITURES AND ACCRUALS

B25/2003 1:35:50 PO -- - Update is Enabled--Userid=bhoyd

FOLLOW INSTRUCTIONS IN RED

1 - Enter all or part of S5 or First Name or Last Name. Then click on 'Get Participant'.

Social Security Number First ame Last Name Get Paricipant |
aga | | Clear S5MN/MNames |
First Last
SEN
‘ ‘ Name ‘ Name

88888888 |STEFFANIE | DUCK

Click On The S5h




| 1 - Enter all or part of SSI¥ or First ame or Last ame. Then click on 'Get Participant'.

Xocial Security Number First Name Last Iame Giet Paricipant |
88588888 [STEFFANIE | puck Clear SSN/Names |
by
‘ 2 - Click on one of the Cost Categories helow to show detail.
Action PrYu? m‘mfﬂite 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  $0.00 11975
| 2002 | 33308 0 21411 G| $000 270 §0.00 £2.70
| | 2002 | 33308 | ;¢21411 | I | $0.00 $27.00  $0.00 $27.00
| | 2002 | 33308 | 221411 | B000  $755.00 $3,02000|  $3,775.00
| | 2002 | 33308 | 20021411 X | so00  §12995 5000 $129.95
| | 2002 | 33308 | 50,00 §54.00  $0.00 §54.00
| | 2002 \ 33308 || o e chenge the s o, || $989.00)  $470.00)  $0.00  $470.00
| 8000 $15695 000 $156.95
- adda"giéfu'jfuﬁmwm YT 41410 X | sooo|  $12995) soo0]  $12995
AL | TR YT 41410 Y | 5000 §54.00  $0.00 $54.00
T N | \l 2| | e
| | Totals \ | | s207200  $1,90020$3,02000  $4,920.20




3 - Click on Manual Owveride to toggle ¥/ and enter lManual Accrual.
Then click on '"Update Accruals' below.

| Cost Center [33308 | Fund Number [I3{21411 | Cost Category [N

Iz zomething WRONGY If you SEE\L

accruals for big $'s amounts month
after month and no expenditures
vou 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 |$0.00
o ik siotiiptibrtedill | O
Dlecem change the dullaar r:;]:ﬁ_::m to the desired % |$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 | |N |$0.00 /
Totals |  $755.00| $3,020.00 | $0.00l,
Total Reported Accruals | §3,020.00 Update Accruals |

Then click Update Accrual

|

7




Accruals have been updated!

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

Cost Center [33308 | Fund Number [3G{21411 | Cost Category N

(Y/TN)

Tuly $0.00|  $0.00| [N [en00
s £0.00 £0.00 | [N Jsu.00
September $0.00 $0.00 | |M ||$III.IIIIII
October $0.00|  $0.00| [N [e000
IMovember £0.00 0,00 | [N ||$III.IIIIII
December $0.00(  $0.00| [N [so00
Tatmary §755.00|  $0.00| [N [enoo
February $0.00 | $755.00 | [v= | [s10000
March After selecting Update Accruals your sc:ree:\ ||$|:I|:”:|
Aprl | vt 3100, vaur st | 000
B e e
— mll:II'ITh to chance hE.'fI:IIrE.' voul click UtJII:‘t_E-'/_ ||$-|:||:||:|—

Totals | 75500 $3,020.000 [ $100.00
Total Reported Accruals | $2,365.00 Update Accruals




PARTICIPANT EXPENDITURES AND ACCRUALS

61212003 11:12:10 AR -- - Up

FOLLOW INSTRUCT

| 1 - Enter all or part of S8 or First Name or Last

Scrall up ta viewe this part of the screen.
You May nowy =elect ancther participant arl

Social Security Number First Name Last Name |
13
[385-88-888 [ STEFFANE | Duck ‘ Clear SSNiYames |

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

| Cach |

. |Pr . Fund Cost | Total |Total Accrued
Aetion Ynsrarm ‘“F]Bfm @ C—ZS Scroll up to viewy this part of the screen u pals E:cpend'i;:u:s
| 2002 | 33308 | 315411 | G| Youcannowscctanew CostCatto g £0.90

—| accrueon.  **ROTE* Your accruals will be
‘ | 2002 | 2/330% | W 21 411 | | reflected in the Totals st the bottom of this :]_C”j| £119.75
— page.
| | 2002 | 33308 | 21411 | @ .00 | §2.70
| 2002 | 33308 | o141t | I | $0.00) 527,00y $0.00 | §27.00
| | 2002 | 33308 | XX21411 | N | $0.00|  §755.00 $23365.00|  §3,120.00
| 2002 | 3/3308 3021411 | X | $000|  §12995| $000|  §129.95
Cir you can use the Add buttom to adda\w 214l | E | so.08 | el | o0t | el
new Cost Cat. Donotworry sboutmakinga (41410 | A | §989.00|  $47000| $0.00|  $470.00
miztake as once you have a new ling far

Cost Cat youwilsse adeiete buttononthe [41410 | I | $0.00,  §15695  $0.00|  $156.95

o s Aden 41410 | X | $000|  $12995] $0.00|  $129.95
. L7002 | 33308 | ¥Y41410 | ¥ | $0.00 §54.00  $0.00 | §54.00
[asaf [2o0z [ =T = AT = | T
| | Totals | | | 8207900  $190020($236500  $4,26520




