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The WIA Management Information System (MIS) is designed to guide the user step-by-step through the enrollment process. Participant enrollment data entry can be stopped and resumed at a later time.  The system has the capability of tracking optional data elements selected by the system user.

The Accounting/Payroll section of the MIS includes financial information such as Participant Payroll Information, Participant Accrued Expenditures, and financial reports by title, fund number, subgrant, etc.  These reports are displayed in the Internet browser.  If paper reports are needed, the Internet pages can be printed from within Microsoft Internet Explorer.

The Reports section of the MIS includes reports of planned activity versus actual.  Some of the more useful reports are Participant Outcomes within the Management Reports section; Obligation Reports; Literacy/Numeracy; and Data Quality Reports (DQRs).  In order to produce meaningful reports, the Reports section includes the ability to enter plan information.  The Reports section includes Standard Record Data reporting as well as mechanisms for downloading financial and statistical data files.  The Reports section also includes reports customized for the local workforce investment boards and the State Workforce Development Council.  One can also build ad hoc reports and queries.  

The MIS is secured by means of encryption, Usernames, and passwords.  Individual system users are assigned usernames and passwords.  User access to individual data elements will be limited by the system to those elements appropriate for the particular system user.  

I.
GETTING STARTED

A.
The Registration Process

The application process is the collection of information to support a determination of eligibility*. The registration process is the actual enrollment into the MIS.  Registrant information characteristics are entered directly into the MIS.  WIA case managers may enter data pertaining to registration any time between pre-application and enrollment.  As mentioned earlier, partial information may be entered into the MIS and completed at a later date.  When the registration process is complete, a hard copy of the “application”, known as the WIA-01 Form, must be printed for purposes of acquiring appropriate signatures.  The application will contain all the data provided by the registrant.

*For more about eligibility, please refer to the Eligibility Technical Assistance Guide.

B.
Once Enrolled, There’s No Going Back…

Once verification is complete and an individual has been determined eligible for a WIA program and has been entered into the MIS, including entry into the first program activity, the characteristics of that enrollment are stored in an inaccessible location in the WIA server. “Inaccessible” meaning that only the programmer assigned to maintaining the WIA MIS will be able to change the characteristics of that particular enrollment.  Though it may appear that you can change some data in the MIS, the change may not update the permanent record.
The reason the characteristics are inaccessible to system users is because this data is required for purposes of federal reporting.

To have data changed to correctly reflect an individual’s status as of the registration date (date of enrollment into the first program activity); you may contact Larry Belisle at 332-3570, ext. 3271, or larry.belisle@labor.idaho.gov.
II.
MIS GENERAL INFO, TIPS & TRICKS

1. When the MIS has been left inactive for 40 minutes or more, the system will automatically logoff the user requiring re-entry through the Login page.
2. Each screen under Application, Participation Records, Literacy/Numeracy, and Program Exit/Post Program has help screens that contain characteristic/field definitions.

3. Do not select an option in any screen unless you fully understand the meaning of the option and have the required documentation to verify it.
4. When data entry for a screen is complete, the Submit button must be pressed in order for the data to be submitted into the system. If the Submit button is not pressed, and you continue on to another screen, the data you previously entered is lost.

5. Once the “Submit” button has been pushed, it is strongly recommended that the BACK button not be utilized in order to make changes. System users need to utilize the change function of the system to make changes. If the BACK button is utilized, there is no guarantee the system user will get the desired results!

6. “Add” screen menus are light blue in color.

7. “Change” screen menus are light green in color.

8. The MIS is mouse-driven.  The Tab key, however, may also be utilized to navigate between fields.
9. Pressing the Shift key and Tab key simultaneously will take you to the previous field.

10. Pressing the Space Bar will fill a radio-dial field or add a check to check-boxes.

11. Items under the Application menu without the tilde character (~) indicate those screens that are mandatory for a registrant’s enrollment into WIA.  Conversely, those with the tilde character indicate those items, though still important screens, are not required in order to register an individual.  The exception is the Dislocated Worker screen, which IS mandatory if enrolling into the Dislocated Worker program. 

12. Enter social security numbers and phone numbers without dashes (-) or slashes (/).

13. Enter dates with a 2-digit month, a 2-digit day, and a 4-digit year, including dashes (-) or slashes (/).

III.
WIA REGISTRATION PROCESS
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Select Enter SSN in the Client Data Entry menu. 
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Enter the participant’s 9-digit Social Security Number (without dashes) and click the Select Client button.
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Select Client Data Entry from the menu on the left. 
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Select Application from the menu on the right of the screen.
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Select Enter a new Application from the menu on the right. 
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The registrant's SSN is already entered in the field.  If correct select Client from the menu on the left.
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All Adult, Dislocated Worker, and Older Youth participants should be registered in IdahoWorks.
For IDOL Staff:  Click on Import ID Works Data to automatically fill most of the fields.

Enter data in each field as appropriate and when complete, click the Submit Form button.
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Select Click Here For Help to view the definitions of the data fields.
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Select Contact from the menu on the left.

Enter data in each field as appropriate and when complete, click the Submit Form button.

Select Click Here For Help to view the definitions of the data fields.
Note:  You must enter both contacts.  You will not be able to enter and save only one contact.  If a second contact is absolutely not available, you can enter the same contact twice.
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Select Notes to enter pertinent information for subsequent reference.  Notes should be entered when a customer has applied but was not selected for enrollment.  This helps in larger regions where a customer might “shop around”.

NOTE: This section is not to be used for information that should be in the Case Notes.
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Select Economic from the menu on the left.

Enter data in each field on the Economic screen as appropriate and when complete, click the Submit Form button

Select Click Here For Help to view the definitions of the data fields.
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NOTE: If any of the Public Assistance Recipient selections is ‘Yes’, you need a copy of the associated document in the case file for verification. 
NOTE: The 5% Exception requires written approval from a Grants Manager.
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If the registrant is a Dislocated Worker, select Dislocated Worker from the menu on the left.

Enter data in each field on the Dislocated Worker screen as appropriate and when complete, click the Submit Form button.
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NOTE: The Dislocation Date MUST have verifying/supporting documentation in the case file.
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Select Characteristics-1 from the menu on the left.

Enter data in each field on the Characteristic-1 screen as appropriate and when complete, click the Submit Form button.

Select Click Here For Help 
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to view the definitions of the data fields.
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Select Characteristics-2 from the menu on the left.

Enter data in each field on the Characteristic-2 screen as appropriate and when complete, click the Submit Form button.
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Select Concurrent from the menu on the left.

Enter data in each field on the Concurrent screen as appropriate and when complete, click the Submit Form button.

NOTE:  For all Adult, Dislocated Worker, and Older Youth: Participants should be registered in IdahoWorks and Wagner Peyser Act (ES) should be checked.
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Select WIA Main Menu from the menu on the left. 
Select Client Data Entry from the menu on the left.

Select Application from the menu on the right.
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Then Select Review Eligibility and Enrollment from the menu on the right.
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Enter the Region in which your Local Office is located. 
The App/Det Date is the first date that the process of collecting information on behalf of an individual for WIA registration or verification first began. 

Note:  The App/Det Date cannot be more than 45 days prior to the Registration (Enrollment) date.

Click on the Determine Eligibility button.

If a “Y” is displayed in the program the registrant is to participate in, click on the Submit Form button if you are also ready to start the participant in an activity on that day.  (If not, review the data in each previous screen in the registration process to support the desired title.)
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This screen is provided as a safeguard for verification.  To continue the registration process, click on the CLICK HERE TO ENROLL BUTTON.
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123456789 |[DOE. JOHN

w15:[3 rrrLE: [DISLOCATEDWORKER | REGISTRATION DATE: [12/12/2012

(COST CENTER: [Boise -IDOL

TYPE: [x-Default Code (All Ties)

[820-DOL Adult Youth, Dislocated Worker

ACTIVITY START DATE: |12/12/2012 EXPECTED END DATE: |12/13/2012

Acrovrry:  [10-INTENSIVE - Assessment, career planning, 1SS (AdultDisloc)

WORK SITE NAME: [BOISE DOL

HRS NORMALWE: |0 HRLYPAT:

(CASE MANAGER: |irvine jeanie 3 v

UPDATED DATE: |12/12/2012 1:3207PM | UuPDATED BY:

Tibelisle

Please complete form and press submit.

SubmitForm ] (Reset]  Click Here For Help
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Please choose a function below

Enter SSN
Application
Participation Records
Literacy/Numeracy

Program Exit/Post Program

Client Data (From Idaho Works)
Work History (From Idaho Works)
Document Tracking





The App/Det Date is entered for you on this screen. 

Enter data in each field on this screen as appropriate and when complete, click the Submit Form button.
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Client Social Security Number 123-45-6789 / DOE, JOHN .
May Now Be Accessed.
Please Select a Mem Function On the Left Side of Your Screen.





Next click on the CLICK HERE FOR PRINTABLE ENROLL DATA.  This will print the WIA Application, also known as the WIA-01 Form.
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- Activities are Listed belov.
Choose the Activity you wish to complete by clicking on the correct SSN.

- This vill take you directly to the Activity Completion screen.

AppiDet N
iy Reg |Prog Type Act Proj g7 Updated

i [ [z [ X (10 [0 [0 12/122012 13207 BM.

i Page 1 of 1





Printed 

WIA-01 Application

Form.

Be sure to obtain the signatures on the bottom of the form.

Ensure you have all of the required Eligibility and Enrollment documents in the case file according to the WIA-02 Checklist. 
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123456789 |[DOE. JOHN

Wib:[3 Title: [DISLOCATEDWORKER | Registration Date: [12/12/2012
Cost Center: [Boise ~IDOL

Tipe: - Default Code (Al Tiles)

Project: |820-IDOL Adult, Youth, Dislocated Worker
[10-INTENSIVE - Assessment. career planning, ISS (AdultDisloc)
Activity Start Date: [12/12/2012 | EXPECTED END DATE: [121132012 |
ACTIVITY COMPLETIONDATE:  [12/13/2012

ACTIVITY COMPLETION REASON: | 01- Successful completion, Continuing WIA
'SUPPORTIVE SERVICES: O Yes ®No
1T4: OYes @No  PELL GRANT: O Yes @ No

CASEMANAGER: [ivine jeanie 3 E]
12/12/20121:32:07 PM | Updated By: | 7ibelisle
To Complete Activity fill out this form and press submit.

SubmitForm ] (Reset]  Click Here For Help
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First>> Choose how you wish to search by clicking on the drop down boxes below.

- The search default is by SSN.
Second>> Enter the search criteria.
- For example if you choose SSN enter the SSN (no dashes).

Thira>> Click your mouse on the Search button.
Program and Activity Start Date.

- This vill give you 2 list, ordered by SSN,
Fourth>> Choose the client record you wish to work with by clicking on that SSN.

- This vill display some basic client information and set the SSN for future use.

- Now you can choose any function and it will use this SSN.

v | [123456783 | AND v
Reset| click Here For Help

sow w [y g lpe e A A

Date start

23456789 [ 3 (1212012 122202 [z [ X 10 [s20 127122012 [1271272012

) Page 1 of 1




NOTE:  Youth under Age 18 requires a Parent signature.
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123456789 |[DOE. JOHN

Wiv:[3 Titte: [DISLOCATEDWORKER  Registration Date: [12/12/2012

Cost Center: [Boise ~IDOL.

Tpe:  [X-DefaultCode (Al Titles)

Project: |820-IDOL Adult, Youth, Dislocated Worker
[15-INTENSIVE - Job search (Adult/Disloc)

Activity Start Date: |1212/2012 EXPECTED END DA’ 12122012

ACTIVITY COMPLETIONDATE:  |12/12/2012

ACTIVITY COMPLETION REASON: | 07- Successful completion, Exiting Current Tifle v
'SUPPORTIVE SERVICES: O Yes ®No

1T4: OYes @No  PELL GRANT: O Yes @ No

CASE MANAGER: |irvine jeanie 3 v

Updated Date: |12/12/2012 Updated By: |TIbelisle
This Activity is completed.

\PRESS IF YOU WISH TO COMPLETE THE PROGRAM EXIT










The signature date should match the registraion date.
IV.
CHANGE AN APPLICATION
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Social Sec No: Program: ExitDate:
123-45-6789 | DOE. JOHN [DISLOCATEDWORKER  [12/12/2012
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Adult/Dislocated Worker/NEG:

tttained Educational Credential by End of 3" Qir After Exit | Pending 3rd Quarter Completion
Al Exiters (at time of exit or through the 3rd Qtr following the Exit Qt):

Unable to Continue (exempt from performance measures) | NJA (Does Not Apply)

Unable to Contine (not exemp from performance measures) | NIA (Does Not Apply) ¥

Update Date Update By
12/12/2012356:36 PM_|[TIbelisle Click Here For Help

‘Submit Form





Select Client Data Entry from the main menu.

Select Application from the menu on the right.
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Social Sec No: Exit Date:
123456789 ||DOE. JOHN [DISLOCATED WORKER  [12/12/2012

= (Not: Enplopmans s it Pt Fogram v Collced Sepanatsy onth Evplyed ExicPoceSrsen)
_ Adult/Dislocated Worker/NEG:

Oreriew of _ttained Degree or Certificate - Exitor 3rd Qtr Pending 3rd Quarter Completion

Al Exiters (at time of exit or through the 3rd Qtr following the Exit Qtr):

Unable to Continue (exempt from performance measures) | NIA (Does Not Apply)

Unable to Continue (not exempt from performance measures) NJA (Does Not Apply) v
Update B

12122012 Tioelisle Click Here For Help

Program Exit/Post Data was Successfully Added.

‘WWIA Main Menu

‘Client Data Enery





Select Change Application from the menu on the right.
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‘WWIA Main Menu DOE. JOHN
Client Data Enery
Locate A Client

‘Overview of Client

Title: [DISLOCATEDWORKER Exit Date: [12/12/2012

IDAHO

EMPLOYER PHONE:

[EMP START DATE:

occuparion: |

~Enter ONETSOCofExie:|__ |- [

- Find O.NET $OC code by Job Family: | Selectan Occupation Family
[EMPLOTMENT 0-NET S0C:

G9) Derail 01

TRAINING RELATED: | Choose 1

NON-TRADITIONAL: [] UICOVERED: [] BENEFITS:

Choose Benefit v

STARTPAY: [0.00

HOURSWEEK:|0 | DURATION: | Choose Duration

Updated Date: [1212/2012 35957 PM | Updated By: Tloelisle

Click Here For Help

Please complete form and press submit.
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First>> Choose how you wish to search by clicking on the drop down boxes below.

- The search default is by SSN.
Second>> Enter the search criteria.
- For example if you choose SSN enter the SSN (no dashes).

Thira>> Click your mouse on the Search button.

Program and Activity Start Date.

- This vill give you 2 list, ordered by SSN,
Fourth>> Choose the client record you wish to work with by clicking on that SSN.

- This vill display some basic client information and set the SSN for future use.

- Now you can choose any function and it will use this SSN.

v | [123456783 | AND v
Reset| click Here For Help

AppiDet ™ At Exit
ssn Reg  |Prog Proj e

Date start End

123456789 112012 [12120002 | Z 20 (121272012 [ 12122012 12122012

123456789 | 312112012 127122012 | Z 20 (121122012 121212012 12122012

RN Page 1 of 1





Notice the Menu on the left changes to light green on the Change screens.

Enter the Social Security Number and click on the Select Client button.
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Please choose a function below

Enter SSN
Application
Participation Records
Literacy/Numeracy

Program Exit/Post Program

Client Data (From Idaho Works)
Work History (From Idaho Works)
Document Tracking
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Next, from the menu on the left, select the screen you would like to change.
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- Terminated Titles are listed belov.
Choose the SSN and Title you wish to add Employed at Termination.

- This vill take you directly to the Employed at Termination Add screen.

AppiDet
opD: Reg | Prog | Updated

2 | pee |z | o

Page 1 of 1




Make the desired changes and click the Submit Form button.
To change another screen, just select the screen you would like to change from the menu on the left.

If you change any Economic, Dislocation, Characteristics, or Concurrent data, contact Larry Belisle to ensure that the permanent record is correct.
V.
ADD AN ACTIVITY
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Update By:
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Click Here For Help

12122012

‘Submit Form





Select Client Data Entry from the main menu.

Select Participation Records from the menu on the right.
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Please choose a function below

Enter SSN
Application
Participation Records
Literacy/Numeracy

Program Exit/Post Program

Client Data (From Idaho Works)
Work History (From Idaho Works)
Document Tracking
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First>> Choose how you wish to search by clicking on the drop down box below.
- The search default is by SSN.
Second>> Enter the search criteria.

- For example if you choose SSN enter the SSN (no dashes).

Thira>> Click your mouse on the Search button.

- This vill give you a list of SSNs.

Fourth>> Choose the client you wish to work with by clicking on that SSN.

- This vill display some basic client information and set the SSN for future use.

- Now you can choose any function and it will use this SSN.

SearchBy Starts With Contains Search Criteria

SSN v|[starts with v

LastName
FirstName
Mailing Address
Mailing City
Mailing State
Mailing Zip
Phone





Enter the registrant's social security number and click the Select Client button.

Select Add Activity from the menu on the left.
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First>> Choose how you wish to search by clicking on the drop down box below.
- The search default is by SSN.

Second>> Enter the search criteria.

- For example if you choose SSN enter the SSN (no dashes).

Thira>> Click your mouse on the Search button.

- This vill give you a list of SSNs.

Fourth>> Choose the client you wish to work with by clicking on that SSN.

- This vill display some basic client information and set the SSN for future use.

- Now you can choose any function and it will use this SSN.

Search By Starts With Contains Search Criteria
SSN Starts With v|  [123456789

Search

. wai wai
SSN Address | City
e SITMAINST. [BOISE

>l Page 1 of 1





Select the blue underlined social security number that corresponds to the program you to wish to add an activity.
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Social Security Number
123-45-6789

Mailing Address:

317 MAIN ST,
Resident Address:

317 MAIN ST,

Area Code/Phone Number:

(208) 123 - 4567

Participant Information

LastName:  FirstName:
DOE JOHN
Mailing City:  Mailing State:
BOISE D
Resident City: ~ Resident State:
BOISE D
Date of Birth:

1171945

- The above Social Security Number has been stored.
- You can now access it from any screen without re-cntering it.
- Please make your scloction from the menu on the left.
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Welcome to the

Idaho Workforce Investment
Information System





Enter/select data in each field as appropriate and when complete, click the Submit Form button.

Select Click Here For Help to view the definitions of the data fields.
VI.
CHANGE ACTIVITY DATA
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Search Criteria #1

Search Criteria #2

First>> Choose how you wish to search by clicking on the drop down Doxes below.
- The search default is by SSN.
Second>> Enter the search criteria.

- For example if you choose SSN enter the SSN (no dashes).
Third>> Click your mouse on the Search butten.

- This vill give you 2 list, ordersd by SSN, Program and Activity Start Date.
Fourth>> Choose the client record you wish to work with by clicking om that SSN.

- This vill display some basic client information and set the SSN for future use.

- Now you can choose any function and it will use this SSN.

SSN ]

2ND

Project
Enroll Site
Activity
Activity Site
Comp Rsn
Program





Select Client Data Entry from the main menu.

Select Participation Records from the menu on the right.
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Social Security Number
123-45-6789

Mailing Address:

317 MAIN ST,
Resident Address:

317 MAIN ST,

Area Code/Phone Number:

(208) 123 - 4567

Participant Information

LastName:  FirstName:
DOE JOHN
Mailing City:  Mailing State:
BOISE D
Resident City: ~ Resident State:
BOISE D
Date of Birth:

1171945

- The above Social Security Number has been stored.
- You can now access it from any screen without re-cntering it.
- Please make your scloction from the menu on the left.





Enter the registrant's social security number and click on the Select Client button.
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‘Overview of Client

First>> Choose how you wish to search by clicking on the drop down boxes below.

- The search default is by SSN.

Second>> Enter the search criteria.

- For example if you chooss SSN enter the SSN (no dashes).

Thira>> Click your mouse on the Search button.

- This vill give you a list, ordered by SSN, Program and Activity Start Date.

Fourth>> Choose the client record you wish to work with by clicking on that SSN.

- This vill display some basic client information and set the SSN for future use.

- Now you can choose any function and it will use this SSN.

Search Criteria £1 Search Criteria £2 Search Criteria £3
SSN v 2ND [WiB ~ [ 2ND [Program v [3

Submit | [Reset| c1ick Here For Help

~

SSN wiB

Exit
Reg i Date .
asesisg [1 00 ‘27200

21164313 12272010

s302011
2 ssoms

230:68.0906 6302011

21

20357171

@l
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Please choose a function below

Participant Payroll Information
Participant Accrued Expenditures
Accounts Payable:
+ Pavee Search by Vendor Number/SSN
« Alphabefic Pavee Search

State Vendor File:
+ Vendor Search by Vendor Number/SSN
« Alphabetic Vendor Search

WIA Financial Reports

WIA Participant Manual Accruals




Select Change Activity from the menu on the left.

Select the blue underlined social security number that corresponds to the activity you would like to change.

Make the necessary changes and when complete, click the Submit Form button.

NOTE:  If the Obligation amount has decreased, be sure to also update the Obligation via the WIA Obligation Report for the participant.

VII.
COMPLETE AN ACTIVITY
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Participant Payroll Register  (Updated Daily)

Social Security Number: 519118821 [[GetssN ] Retumto Menu_|
Participant Name: LAWRENCE JOSEPHSON  View Totals

Cost . Hours
FundNo. 2%’ EndDate | DatePaid | Gross FICA Fed State | NetPay | 'po
XxX21820 [ C [01/0612010 [02/1922010 | $153.77 50.00 50.00 5000| $153.77 0.0
Xx21820 | C [01/16/2010 |02/12/2010 $38.40 50.00 50.00 5000  $38.40 0.0

PAYROLL TOTALS:
Gross: $192.17  Net: $192.17 HOURS: 0.0

TOTAL DEDUCTIONS:
FICA:$0.00 Federal: $0.00 ~ State: $0.00

Retun to Menu Top of Page





Select Client Data Entry from the main menu.

Select Participation Records from the menu on the right.
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‘Workforce Investment Act
Participant Payroll Payee Identification
[Participant Identification:
[Participant Social Security Number _|[519-11-8821
[Participant Name [JOSEPHSON , LAWRENCE
[Batch: Sequence; and Date Paid [493. 028 027192010
[Payee Identification:
[Vendor Number 341612738
[Vendor Number Suffix oo
[Vendor Name D &B sUPPLY
[Business Name
[Vendor Address [5195W 19TH ST
[Vendor City loNTARIO
[Vendor State and ZIP. [oR, 97914-
[Vendor Telephone Number --
Retumn to Menu
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‘Accouning/Payroll

Participant Accrued Expenditures (Upiated Monthly)

Social Security Number: 519118821 [[GetssN ] [ RewmtoMenu |

Participant Name: LAWRENCE JOSEPHSON

w Totals

Reports ';': v;i'z/ Fund No. % Start Date | End Date |Obligations | Cash Accruals | Total Costs | Balance
—_— Site Cat.
2009 [3/0250 [%X10820 [ G [12/28/2009 01/15/2010 $6.00 $1.00 50.00 $1.00 $5.00
TaGs 3/0250 XX10820 Activity | Total $6.00 $1.00 50.00 $1.00 $5.00
2009 [3/0250 [XX15820 | G [04/01/2010 05202010 $500.00 $1.00 50.00 $1.00[  $499.00
3/0250 [XX15820 Activity | Total $500.00 $1.00 50.00 $1.00|  $499.00
2009 [3/0250 [xX21820 | C [12/28/2009 [04/0212010 | $1,600.00|  $192.17 5000 $192.17| $1.407.83
2009 [3/0250 [xX21820 [ G [12/282009 [04/022010 50.00 $1.00 50.00 $1.00[  5-1.00
3/0250 XX21820 Activity | Total | SL600.00 $19317 $0.00| $193.17| $1.406.83
EXPENDITURE TOTALS:
Obligations: $2,106.00 Cash: $195.17  Accruals: $0.00
Total Accrued Expenditures: $195.17  Obligation Balance: $1,910.83
Return to Menu Top of Page




Enter the registrant's social security number and click on the Select Client button.
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State of Idaho Vendor File -- WIA Accounts Payable Match =
Vendor Number: [820290701 03 [_Getvendor ]
RetmtoMens ]  View Totals To Vendor File
Payee Name:  BOISE STATE UNIVERSITY
BOOKSTORE
Address: 1910 UNIVERSITY DR
BOISE, ID 837251225
Date Paid Batch [Sequence Amount Tavoice Number Tavoice Description
11152012 [ 449 | 007 $534.20 P Kannah BK03287165-12 BK03293040-14
11152012 [ 449 | 008 $610.95|  VDeWane BK03256885-18
11152012 [ 449 [ 009 $706.50 P Wison BK03254662-12
11152012 [ 449 [ 010 $164.00| M Bradshaw BK03253903-25 BK03274992-23
11152012 [ 449 | o011 $369.50| K Gabiola BK03265062-30 BK03289403-12
] 11152012 [ 449 | o012 $274.00 I Brooks BK03255469-14

11152012 [ 449 | 013 $297.00 I Lippert BK03277517-18 BK03281884-18
11152012 [ 449 [ o014 $325.25 T Hall BK03255871-12
11152012 [ 449 | 015 $821.50 A O'Comnor BK03260786-16 BK03274628-16
11152012 [ 449 [ 016 $31525|  RRenteria BK03287661-30
11152012 [ 449 | 017 $629.00| A Contreras BK03292028-12
11152012 [ 449 | o018 $357.75| A Christensen BK03263964-30
08032012 [ 414 | 006 $424.75 | BK03238030-12 Veronica DeWane
08032012 [ 414 | 007 $575.40 | BK03233264-14 Jennifer Lidgard
08032012 [ 414 | 019 522125 BK03231850-12 Jennifer Amidon
03072012 [ 417 | o012 $53.75 | BK03173367-20 Matt Bradshaw
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Vendor Participant Payroll

Batch: 423 Sequence: 022 DatePaid: 11/09/2011

Payee Name:  BOISE STATE UNIVERSITY
BOOKSTORE

Address: 1910 UNIVERSITY DR
BOISE, ID 837251225

SSN Fund No. |Cost Cat | End Date | Date Paid | Gross
51! 369 ZX21820| € [08/16/12011 [11/09/2011 [$700.75

TOTALS:
Gross: $700.75  Net: $700.75  HOURS: 0.0

CIeT T i -



Select Complete Activity from the menu on the left.
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‘WIA Accounts Payable File - Alphabetic Search

Vendor Name: |BOISE STATE UNIVERSITY [__GetVendor
Return to Menu
‘Accounting Pavroll
Reports Vendor g ey Vendor Name Business Name Address City, State ZIP
o Number
BOISE STATE 2407 CALDWELL
— 820200701 | 32 UNIVERSITY BLVD NAMPA D 83651
BOISE STATE
820200701 | AO UNIVERSITY 205-C ADMIN 1910 UNIVERSITY DR | BOISE, ID 83725
BOISE STATE ACCOUNTS
820200701 | AU UNIVERSITY RECEIVABLE 1910 UNIVERSITY DR | BOISE , ID 837251247
ADMINISTRATIVE
820200701 | 85 BOISESTATE | OFFICE ATTN NANCY | 1910 UNIVERSITY DR | BOISE, ID §3725
UNIVERSITY
REED
BOISE STATE
820200701 | 03 UNIVERSITY BOOKSTORE 1910 UNIVERSITY DR | BOISE , ID 837251225
BOISE STATE BSU PARKING
820200701 | 44 UNIVERSITY SERVICES 1910 UNIVERSITY DR | BOISE, ID 83725
BOISE STATE
820200701 | 36 UNIVERSITY CASHIERS OFFICE | 1910 UNIVERSITY DR | BOISE , ID 83725
CENTER FOR
820200701 | 17 mﬁﬁ PROFESSIONAL | 1910 UNIVERSITY DR | BOISE ., ID 837251660
DEVELOPMENT
CENTER FOR
820200701 13 mﬁﬁ WORKFORCE | 1910 UNIVERSITY DR |  BOISE , ID 83725
TRAINING
[ | ROISESTATE | CHIID CARE MAT. | . _
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State of Idaho Vendor File - Vendor Number Search

Vendor Number: (820230701 Vendor Suffix: [ | [ GetVendor | [ ReumtoMenu |
Accounting Pavroll Vendor Iqugfix | Vendor N: Business N: Addr City, State ZIP
Nl lor Name usiness Name Address ity, State
Reports
e BOISE STATE 2407 CALDWELL
Taformation
820200701 | 32 UNIVERSITY BvD NAMPA, ID 83651
TaGs COLLEGE OF
820200701 | 35 mﬁﬁ TECHNOLOGY - | 1910 UNIVERSITY DR | BOISE, ID 83725
ACCOUNTING

BOISE STATE DEPT OF CAMPUS

820200701 | 37 UNIVERSITY SAFETY 1910 UNIVERSITY DR | BOISE, ID 837251291
BOISE STATE BSUPARKING

820200701 | 44 UNIVERSITY SERVICES 1910 UNIVERSITY DR | BOISE, ID 83725

SPONSORED

BOISE STATE PROIECTS

820200701 | 52 UNIVERSITY ACCOUNTING Ms | 1910 UNIVERSITY DR | BOISE, ID 83725

1247
STUDENT UNION
820200701 | 56 mﬁﬁ BLDG- 1910 UNIVERSITY DR | BOISE, ID 837251335
OPERATIONSRES

BOISESTATE  |COLLEGE OF HEALTH | 1910 UNIVERSITY DR

820200701 | 58 UNIVERSITY SCIENCE S 1300 BOISE, ID 837251800
BOISE STATE PAYROLL 1910 UNIVERSITY DR

820200701 | 70 UNIVERSITY DEPARTVENT w208 BOISE, ID 837251265

RISK MANAGEMENT
820200701 | 85 mﬁﬁ ATINBRECK | 1910 UNIVERSITY DR | BOISE, ID 837251240
SKINNER





Select the blue underlined social security number that corresponds to the activity you would like to complete.
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State of Idaho Vendor File - Alphabetic Search

Vendor Name: |ACME AUTO LEASING LLC [__GetVendor
Return to Menu
‘Accounting Payroll
Reports Vendor g ey Vendor Name Business Name Address City, State ZIP
— Number
061425257 | 00 /ACME AUTO LEASING 440 WASHINGTON | NORTH HAVEN, CT
e LLC AVE 064731311
ACME MACKENZAIE |3891 SHEPARD RD PO
330271478 00 | ACMEBAGCOINC | Al il Bo% 322 PERRY, OH 440810322
ACME CONCRETE
043589319 | 00 PAVING INC 4124 EBROADWAY | SPOKANE, WA 99202

204284004 | 00 | ACME TRAILERLLC 1031 E MOUNTAIN ST | KERNERSVILLE, NC

BLD 305 STE 110 27284
132040919 00 CORAPCOORl;% oN PO BOX 822375 Pmﬁz%;’gs& @
| 271813778 | 00 Aco‘;NCEDHELM';RD'S 1619 S CURLEY STE 2 DAHOR;“%LGLS‘ D
521344136 | 00 AgggNUPMDE,%‘A 8515 GEORGIA AVE Smmfggklg‘m‘ MD
820277129 | WW Syéa%cmc POBOX 4135 POCATELLO, ID 83205
820277129 | 00 Syéa%cmc POBOX 4135 POCATELLO, ID 83205
820528708 | 00 Ac:gngc&LU;Ug;LY PO BOX 8042 BOISE, ID 83703

752286753 | 0 |ACP INTERNATIONAL 521 N GREAT ARLINGTON, TX





Enter/select data in each empty field as appropriate and when complete, click the Submit Form button.
NOTE:  Verify the final Obligation amount for the activity and be sure that is reflected in the WIA Obligation Report for the participant.
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To select program years, Workforce Investment Board Area or Site, fill in or change fields immediately below and press the Enter button. These
fields must be completed in order for the WIB area reports to function properly. (Use 0000 to remove Site)

Program Year: |2012 WIB: 3 ~v| SITE: [0030 [Enter

Data updated through November, 2012. When above is completed, select report below:

WIA Financial Reports
+ Query Financial Database
+ Workforce Investment Area Reports:
o Site Participant Obligation Register
© Accrued Expendifures by Tifle
© Accrued Expenditures by Fund Number
o Accrued Expenditures by Subgrant
o Job Service Contract Summary
+ Statevide Repor
© Accrued Expenditures by Tifle
© Accrued Expenditures by Subgrant
+ Refurn to Menu
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‘Workforce Investment Act, Financial Database Query Return to Men

Enter any or all of the fields in the blue table below and press the Submit button
in order to total the primary numeric fields in the WLA Fiscal Database. For

‘example, you can enter atitl, leaving all other fields blank, o get satewide
totals for that tile. You can do the same for allother fields shawn.
Program Year: [2012 WIB Number: ~| || site Number:
Title: Trpe: Activiey:

Project: Contract Number: Account Number:

General Cost Category:| V|||  Detail Cost Category:| ¥ Submit
Total Subgrant Budget: $17.547.227.10
Total Subgrant Cash Expenditures: $318,978.44
Total Subgrant Accruals: $61,064.51
‘Subgrant Budget Balance: $17.167,184.15
! Total Participant Obligations: $4.888,191.53
Total Participant Accrued Expenditures: | $ 2,450,305.26
Participant Obligation Balance: $2.437.886.27
Other Accrued Expenditures: $3,008,023.63
Total Accrued Expendifur $5.838371.84





To verify your actions, go to the Overview of Client screen by selecting WIA Main Menu from the menu bar on the left, and then selecting the Overview of Client button.  Click the Submit button under the SSN and the Overview of client screen will show the current status for the participant.
VIII.
PROGRAM EXIT DATA
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Participant Obligation Register (Updsted Monthly)
ProgramYear: 2011 WIB: 3 Site: 0030 (Boise-IDOL)  Return To Menu
ssx Name ity Obligaton  Cash Acorual  ToalCost  Balamee

SSN| Name Obligation Cash Acerual ZTotal Cost Balance g

224612 ‘WALTERS, D GX13 $0.00, $2,143.19) $0.00, $2,143.19) $-2,143.19)

sensn BASSETT.L x13 E T o[ o sass

192443620 DWYER. M GX13 $0.00, $1.393.52| $0.00, $1.393.52| $-1.393.52

POLAY.R x13 E ) 00| s sa19)

'SORENSON, L. GX13 $0.00, $3.394.11 $0.00, $3.394.11 $330411

SCHUTTE,D GX13 $0.00, $195.58 $0.00, $195.58 $-195.58

518380720 LAUNT.G GX13 $0.00, $2,151.34) $0.00, $2,151.34) $-2.151.34)

essn SCHAFER.C x13 00 seiess 00| suies|  saiess

518-62.5705 DAVIS, M GX13 $0.00, $1.760.18| $0.00, $1.760.18| $-1.760.18|

S1o4865: SOUTH,J GX13 $0.00, $651.92 $0.00, $651.92 $-651.92

Slo-s64284 'WEHRLL A GX13 $0.00, $2.224.69) $0.00, $2.224.69) $-2.224.69)

] Seesn BARNHARTS x13 s saos91 s soest[  sanest

Bes60184 'WEILL, F GX13 $0.00, $2,151.34) $0.00, $2,151.34) $-2.151.34)

MARLNEE F x13 S0 saisise o[ s sais

MCCUSKEY, R x13 S0 siisess 5000 LIS SLiess

LAWSON, H GX13 $0.00, $1.809.07] $0.00, $1.809.07] $-1.809.07]

WELCE.T x13 00 st 00| oo sams

FITZSIMONS, M x13 w0 wme w0 ome[  sme

GREENLEAF, T x13 o0 saisise o[ s sais

LONT,B GX13 $0.00, $855.64 $0.00, $855.64 $-855.64

Title Total G $0.00 $38.971.53 $0.00 $38971.53|  $-38971.53

065463161 ‘CARUSO. CHARLES I $0.00/ 5084/ $0.00/ 5084/ $.0.84





When all the activities have been completed and you have selected either a 07-Successful completion, Exiting Current Tile or a 08-Unsuccessful completion, Exiting Current Title from the Activity Completion Reason dropdown menu and you wish to exit the participant from a specific WIA program, you may continue with the exit process by clicking the Exit Current Title button.

NOTE: The client may be enrolled in multiple programs.  This will only exit the client from the program you selected.  If the participant is co-enrolled and needs to be exited from other programs at the same time, you will need to enter the exit for each program.
Be sure to have a copy in the case file of any Credential, Degree, or Certificate obtained during participation in WIA.
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‘Workforce Area Accrued Expenditures by Title
Program Year: 2011 WIB: 3 ReturnToMemu

PO qige sie GO Subgrant Exp Participant Exp Other Exp Total Expenditures
ot [ 3 [om [ 2 5000 53600 5000 55600
o [ 3 [om0 [ 2 5000 27621 5000 27621
o1 [ 3 [ooso [ 2 5000 524958, 5000 524958,
o1 [ 3 [owo [ 2 5000 520374, 5000 520374,
ot [ 3 (om0 [ 2 5000 5042 5000 5042
mi [ 3 [om [ 2 532269 5000 5000, e
Toal | 3 532269 532260 50.00/ 50.00
21 | 6 o0 [ 2 5000 502839 5000 224839
Toal | G 50.00/ 54224839 50.00/ 54224839
ot [ 3 [ [ 2 5000 $11998 5000 $11998
mi [ 3 [ooso [ 2 5000 53495699 36781809 $102,775.08,
ot [ 3 [om0 [ 2 5000 53932562 53851035 7183597
o1 [ 3 [ooso [ 2 5000 524524977 514149252 538674229
20 | 3 |omo | 2 5000 646479 5238703 B
o1 [ 3 [owo [ 2 5000 51050, 5000 51050,
o0 | 3 om0 | 2 5000 $225529) 5122253 547782
ot [ 3 (om0 [ 2 5000 5000 520103 520103
o0 | 3 |om | 2 R 5000 5000 R
o0 | 3 |G| 2 $196.605.05 5000 5000 5196,60505
Toal | 3 519087771 532838294 5251,63155 $770,892.20.
ot [ s [ [ 2 5000 51206909 526745 1474361
21 | s om0 | 2 50.00) 5405756 5000, 5403756
21 | s om0 | 2 5000 5285621 5428693 S5
o1 [ s [owo [ 2 5000 5162005 5301923 5463928

211 [ s oo 2 | $0.00/ $745.63| $0.00/ $745.63
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Workforce Area Acerued Expenditures by Fund Number
ProgramY¥ear: 2011 WIB: 3 ReturnToMemu
Pon pag s 90 Sugats PurcpantEsp OterEsp TuEspedicares

2011 3X15900 [ 0040 | 2 $0.00 $0.42) $0.00 $0.42)
2011 3X15900 | 0080 | 2 $0.00 $0.42) $0.00 $0.42)
2011 3X15900 | 0250 | 2 $0.00 $0.42) $0.00 $0.42)
2011 3X15900 [ 0780 | 2 $-1.26| $0.00 $0.00 $-1.26)
Total | 3X15900 $-1.26 S1.26 $0.00 $0.00
2011 3X2900 | 0020 | 2 $0.00 $348.00 $0.00 $348.00
2011 3X2900 | 0040 | 2 $0.00 $460.53 $0.00 $460.53
Total | 3X2 900 $0.00 $808.53 $0.00 $808.53
2011 3X21900 [ 0020 | 2 $0.00 $-404.00 $0.00 $-404.00
2011 3X21900 | 0040 | 2 $0.00 $-255.54 $0.00 $-255.54
2011 3X21900 | 0080 | 2 $0.00 $-250.00 $0.00 $-250.00
2011 3X21900 | 0190 | 2 $0.00 $-203.74 $0.00 $-203.74
2011 3X21900 | 0780 | 2 $394.75 $0.00 $0.00 $394.75
Total | 3X21900 $394.75 $-1.203.28 $0.00 $-808.53

I 2011 3X99900 | 0040 | 2 $0.00 $70.80, $0.00 $70.80,
2011 3X99900 | 0780 | 2 $-70.80, $0.00 $0.00 5-70.80,
Total | 3X99900 $-70.80 $70.80 $0.00 $0.00
2011 GX1778 | 0030 | 2 $0.00 $3.276.86) $0.00 $3.276.86)
Total | GX1778 $0.00 $3.276.86 $0.00 $3.276.86
2011 GX13778 [ 0030 | 2 $0.00 $38.971.53 $0.00 $38.971.53
Total | GX13778 $0.00 $38.971.53 $0.00 $38,971.53
2011 JC00912 | 0780 | 2 $-5.252.32| $0.00 $0.00 $-525232|
Total | JC00912 $-5252.32 $0.00 $0.00 $-5252.32
2011 Jjc1912 0030 | 2 $0.00 $47032 $0.00 $47032
2011 [ cien2 looso | 2 | $0.00/ $410.00| $0.00/ $410.00




When the Exit Current Title button is selected, it will take you to the Exit screen.  Make the applicable selection from the dropdown boxes and then click the Submit Form button. If no action is currently required, you still have to click the Submit Form button to complete the exit.

[image: image71.png]htm - Windows Internet Explorer;

&) % | hitps: jwaws.iabor ideho.gov /s iAo i o] 8 |[42)[x] [£ Lve search 28

Ele Edt View Favortes Toos Help

i Fovortes | 8 i w3 abor daho goviwaWiAFramahim | | & - CI 8 - page- safely - Tods- @~
‘Workforce Area Accrued Expenditures by Subgrant
ProgramYear: 2011 WIB: 3 Return To Menu
POSS Conract  Acct Site SO SubGrantName Buige Expenditures Batance

2011 | CAPUU3U209 | 1XX [4409 | 2 (CAPHS GREEN $340.09 $0.00 $340.09
2011 | CAPUU3U209 |2XX [4409 | 2 (CAPHS GREEN $14.255.15 $13.846.40, $408.75
Total | CAPUU3U209 $14,595.24 $13.846.40 $748.84
2011 | COSUUSLRI2 |1XX [4412| 2 (COSSA GREEN $21,670.00 $16,317.08) $5.352.92)
2011 | COSUUSLRI2 |2XX [4412| 2 (COSSA GREEN $25.322.00 $25.322.00 $0.00
2011 | COSUUSLRI2 [3XX [4412] 2 (COSSA GREEN $17.153.00 $15.998.00 $1,155.00
Teal | COSULIL212 $64145.00 ss7637.08 650792
2011 | CWIAI3X915 | 1JF [1330| 2 CWIXLESL $53,292.00 $53.291.75 5025
2011 | CWIAI3X915 | 31F [1330| 2 CWIXLESL $34.849.00 $34.849.00 $0.00
Total | CWIAJ3X91S $88,141.00 $88,140.75 $0.25
2011 | CWIBI3F915 | LJF [1330 | 2 CWIXLESL - Phase 2 $54.375.00 '$54,089.30, $285.70
2011 | CWIBI3F915 | 31F [1330| 2 CWIXLESL - Phase 2 $54.375.00 $54.375.00 $0.00
Total | CWIBJ3F915 '$108,750.00 $108,464.30 $285.70
2011 | cwiuosus (¢ [130] 2 CWI GREEN 733200 566558.66 se43338
2011 | CWIUU3U203 |2XX [1330 | 2 CWI GREEN $99.931.00 $99.931.00 $0.00

| 2011 | CWIUU3U203 |3XX 1330 | 2 CWI GREEN $1,755.21 $1,755.21 $0.00
2011 | CWIUU3U203 |4XX 1330 | 2 CWI GREEN $8.752.49| $7.495.95 $1.256.54]
2011 | CWIUU3U203 |5XX 1330 | 2 CWI GREEN $164.19 $0.00 $164.19
2011 | CWIUU3U203 |6XX 1330 | 2 CWI GREEN $162.00 $162.00 $0.00
2011 | CWIUU3U203 |7XX [1330 | 2 CWI GREEN $669.00 $669.20 $-020
Total | CWIUU3U203 $184,765.89 $176.912.02 $7.85387
2011 | DENUU3U213 |1XX [4413 | 2 DENNIS GREEN $591.50 $0.00 $591.50
2011 | DENUU3U213 |3XX [4413 | 2 DENNIS GREEN $5.858.87) $5.484.00 $37487
2011 | DENUU3U213 [4XX [4413 | 2 DENNIS GREEN $16,267.01 $15,058.00 $1.20901
Total | DENUU3U213 §22.717.38 $20.542.00 §2.175.38
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‘Workforce Area Job Service Contract Summary
ProgramYear: 2011 WIB: 3 ReturnToMemu
Tide Project Site 0% Budget SubgrantExp  ParticipantExp  IDOLExp  Total Expenditures  Balance
3 [ o [o0 2 5000 5000 53600 5000 53600 $56.00)
3 [ ow || 2 5000 5000 621 5000 621 sa1621| -
3 | o [ooso| 2 5000 5000 524958 5000 524958 s058 ||
3 | o [ow0| 2 5000 5000 $29374 5000 $29374 59374
3 | oo (0230 2 5000 5000 00 5000 00 S04,
3 | oo (om0 2 5000 526 5000 5000 526 06
3 [ 900 [Toul 5000 532260 532269 5000 5000, 5000,
3 Toal 5000, $322.60 532269 5000, 5000, 5000,
G [ 77 [os0[ 2 5000 5000 $0.21839) 5000 $0.24839) $4224839
G | 718 Toul 5000 5000 54224839 5000 59224839 54224839
c Toal 5000, 5000, 54224839 5000, 5924839 54224839
T [ s jos[ 2 5000 5000 5000 56781809 36781809 S6151809
T [ s jos| 2 5000 5000 5000 55851035 55851035 3851035
T [ s joose| 2 5000 5000 5000 L9252 suLmn| s
1 [ s jomo| 2 5000 5000 5000 238703 238703 $23870
] IR 5000 5000 5000 105 1253 S12253
T su (om0 2 5000 5000 5000 0103 0103 $20103
1 s (o] 2 ST 5000 5000 5000 5000 SH37775
3| s Towl $444377.75 5000, S000  $:5163155  SSL63LSS  $192,746.20
T e [0 2 5000 5000 s11998 5000 s11998 11998
T [ om [ 2 5000 5000 898202 5000 898202 ssomn
T [ om [ 2 5000 5000 361350/ 5000 361350/ S2361350
1 [ on [ 2 5000 5000 S1486876) 5000 S1486876) S1456876
T [ en [omo| 2 5000 5000 5546 5000 5546 5546,
77 [ o12 lowsol 2 | $0.00/ $0.00/ 51050 $0.00/ 51050 $-10.50|




When the Exit is completed, to immediately proceed with entry of employment data, click on the Click Here to Add Entered Employment if Employed at the Time of Exit or in the Quarter After Exit button.
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Enter/select data in each field as appropriate and when complete, click the Submit Form button.
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Go to the Overview of Client screen to verify that the Exit from the WIA MIS was successful.  There will be a date in the Exit Date column if the Exit was completed.
Note:  There are times when the exit or adding employment cannot be completed, or when you need to go back to the Exit and or Employment screen to complete the exit, enter employment, or make changes to those screens. You can locate the Employment and Exit screens by following the instructions in Chapter IX.
IX.
CHANGE PROGRAM EXIT DATA


Select Client Data Entry from the main menu.

Select Program Exit/Post Program from the menu on the right.

Select Participant Program Exit from the menu on the right to complete an exit.

Select Add Employed at Exit/Post Program to enter employment. Select the Change option to update either section.



Select the blue underlined social security number that corresponds to the applicable enrollment. Select from each applicable drop down menu(s). When selections are complete, click on the Submit Form button.


Exit information needs to be entered according to the registrant's age at registration.  Select from each applicable drop down menu(s).

When selections are complete, click on the Submit Form button.


To immediately proceed with entry of employment data, click on the Click Here to Add Entered Employment button.



Enter/select data in each field as appropriate and when complete, click the Submit Form button.

X.
LOCATE A CLIENT


From the WIA Main Menu, select Locate A Client from the menu.


In the Search By field, select the item by which you would like to search in the drop down menu.  

Your choices are: SSN, Last Name, First Name, Mailing Address, Mailing City, Mailing State, Mailing Zip, or Phone.

Remember:  SSNs are entered without dashes.

In the Starts With/Contains field, select either Starts With or Contains from the drop down menu.  

· Selecting "Starts With" will produce results for any record starting with the data you specify.
· Selecting "Contains" will produce results for any record containing the data you specify.

Enter the data you wish to search for in the Search Criteria field.

Note: It is not necessary to enter all of the characters you wish to search for unless you are trying to further limit your search parameters.  For example, you may search for SSNs that start with 470 for a fairly broad search result.  Or to narrow your search further, you could search for SSNs that start with 47010.


Click the Search button.

Notice the number of pages at the lower right hand side of the screen.  (If there is more than one page, you may have to use the scroll bar or page arrows to see all the results).

Use the symbols under the table of data to do the following:


|<
returns you to the first page of the search result


<<
takes you to the previous page


>>
takes you to the next page


>|
takes you to the last page of the search result

· If you are not satisfied with the search result, simply enter more characters in the Search Criteria field to reduce the number of registrants or choose another means to search by in the Search By and/or Starts With/Contains fields. After each change, you must click on the Search button.

· If the data table is empty with ‘Page 0 of 0’ displayed after you click the Search button, it means that there is no data in the WIA MIS that matched the search criteria. Either enter different data in the Search Criteria field and/or the Starts With/Contains field, or choose another means by which to search by selecting different options from the Search By field.  After each change, you must click on the Search button.
Once you have located the registrant you are searching for, click on the registrant's underlined SSN highlighted in blue.  It will take you to the Participants Information screen. 

Select the desired item from the menu.

XI.
OVERVIEW OF CLIENT

The ‘Overview of Client’ screen displays the SSN, WIB, App/Det Date, Registration Date, Program(s), Type(s), Activities, Project(s), Activity Start Dates, Activity End Dates, Completion Reason, Activity Site, Exit Date, Enrollment Site, and Case Manager.

From the WIA Main Menu, select Overview of Client. 


In the Search Criteria field(s), select the means by which you would like to search from the drop down menu.  

Enter the data you wish to search for in the respective adjacent field(s).

Note: It is not necessary to enter all of the characters you wish to search for unless you are trying to further limit your search parameters.  For example, the number of registrants in a search for a project number that begins with 8 would be greater than a search for registrants whose project number is 809.


Click on the Search button.  

Notice that the search criteria selected resulted in a continuous display of SSNs.   It is not broken down into pages.  Use the scroll bar at the far right to see all the items available.

· If you are not satisfied with the search result, either enter more characters in the data field to reduce the number of registrants or choose another means to search by in the Search Criteria field(s). After each change, you must click on the Search button.

· If the data table is empty with ‘Page 0 of 0’ displayed after you click the Search button, it means that there is no data in the WIA MIS that matched the search criteria chosen.  Either enter different characters in the data field(s) or choose another means by which to search by selecting different options from the Search Criteria drop down menu(s).  After each change, you must click on the Search button.

If you wish to select a registrant from your search, you may do so by clicking on the registrant's underlined SSN highlighted in blue.  It will take you to the Participant Information screen. 

XII.
FINANCIAL MANAGEMENT INFORMATION SYSTEM

The Financial Systems include cash management, accounts payable, general ledger, cost accounting, grant accounting, and generalized financial management information systems (MIS).  Most of the financial operations take place out of view of the WIB’s or sub-grantees.  The parts that will be most visible to WIB’s and sub-grantees are the Participant Payroll and Expenditures, Accounts Payable, and Vendor Information.  The Financial Reports are used primarily for local program management and federal reporting.  The financial management information system provides a wide variety of standardized and ad hoc reports.
The Financial section is accessed from the WIA Main Menu “Accounting/Payroll” selection.  
The following is the financial section main menu:



The following identifies the attached exhibits for each of the screens included above.  The data in all screens except Participant Accrued Expenditures and the WIA Fiscal Reports are updated daily.  

· Participant Payroll Information (Exhibit 1 & 2)

· Participant Accrued Expenditures (Exhibit 3)

· Accounts Payable:

· Payee Search by Vendor Number/SSN (Exhibit 4)

· Alphabetic Payee Search (Exhibit 5)

· State Vendor File:

· Vendor Search by Vendor Number/SSN (Exhibit 6)

· Alphabetic Vendor Search (Exhibit 7)

· WIA Financial Reports:

· Financial Reports Main Menu (Exhibit 8)

· Query Financial Database (Exhibit 9)

· WIB Area Reports:  Site Participant Obligation Register (Exhibit 10)

· WIB Area Reports:  Accrued Expenditures by Title (Exhibit 11)

· WIB Area Reports:  Accrued Expenditures by Fund Number (Exhibit 12)

· WIB Area Reports:  Accrued Expenditures by Subgrant (Exhibit 13)

· WIB Area Reports:  Job Service Contract Summary (Exhibit 14)

· Statewide Reports:  Accrued Expenditures by Title (Exhibit 15)

· Statewide Reports:  Accrued Expenditures by Subgrant (Exhibit 16)

Each of these menu items are described below:

· Participant Payroll Information (Exhibit 1 & 2)

These screens are designed for inquiry on payments to and for participants.  By entering the Participant SSN, all payments for this Participant will be displayed.  (Updated Daily)
· Participant Accrued Expenditures (exhibits 3)

This screen is designed for inquiry on accrued expenditures for participants.  By entering the Participant SSN, all expenditures for this Participant will be displayed.  This screen includes those payments shown under “Participant Payroll Information” as well as accruals for items such as late payment requests, fringe benefits, etc.  (Updated Monthly)
· Accounts Payable:

· Payee Search by Vendor Number/SSN (Exhibit 4)

This screen is used to search the Accounts Payable payment files by vendor number.  This screen also displays data on participants benefiting from the payment.  (Updated Daily)
· Alphabetic Payee Search (Exhibit 5)

This screen is used to search the Accounts Payable payment files by vendor name.  Once a vendor name is selected with this screen, all payments made to that vendor can be viewed.  (Updated Daily)
· State Vendor File

· Vendor Search by Vendor Number/SSN (Exhibit 6)

This screen is used to search the State of Idaho Vendor File by vendor number. This screen also displays data on participants benefiting from the payment.  (Updated Daily)
· Alphabetic Vendor Search (Exhibit 7)

This screen is used to search the State of Idaho Vendor File by vendor name.  Once a vendor name is selected with this screen, all Idaho Department of Labor payments to this vendor can be viewed.  (Updated Daily)
· WIA Financial Reports
These screens, (Exhibits 8 through 16) are intended as financial management tools for both Workforce Investment Boards and the State of Idaho.
XIII.
IDAHO’S WORKFORCE INVESTMENT INFORMATION SYSTEM

A.
Financial MIS Exhibits


Participant Payroll Register (Exhibit 1)

This screen displays information on payments made to or for WIA participants.  This screen can display payments made to multiple payees for the benefit of a single participant.  Clicking on the date paid field enables the user to identify to whom payments were made.


Participant Payroll Payee Identification (Exhibit 2)
This screen is accessed from Exhibit 1 when the ‘Date Paid’ is clicked.  This screen identifies to whom individual payments were made.  Clicking on the batch number on this screen displays a listing of all participants covered by this payment.  Clicking on the Vendor Number on this screen displays a listing of all payments made to the vendor identified in this screen.  Exhibits 4 through 7 show these screens.


Participant Accrued Expenditures (Exhibit 3)
This screen shows detailed costs by participant.  It includes cash payments as well as accruals.  Automated accruals are produced by a system, which examines payment trends and customer MIS information in order to estimate accruals.  In some cases this mechanism needs manual intervention in order to reflect accruals for circumstances not recorded in the management information system.  The light blue rows on this screen display the totals for each activity.


Accounts Payable:  Payee Search by Vendor Number (Exhibit 4)
This screen shows payments in vendor number order from the Accounts Payable file.  A specific vendor number can be entered and the system will display all payments to that vendor.  The batch numbers are linked to another screen shown below, which shows detail information on participants benefiting from the payment. 



Accounts Payable: Alphabetic Payee Search (Exhibit 5)
This screen shows payments in vendor name order from the Accounts Payable file.  A specific vendor name or portion of a vendor name can be entered and the system will display all payments to that vendor.  The vendor numbers on this screen are linked to the “Payee Search by Vendor Number” screen shown previously. 


Vendor File: Vendor Search by Vendor Number (Exhibit 6)
This screen shows payments by the Idaho Department of Labor to vendors selected from the State of Idaho Vendor File.  A specific vendor number can be entered, and the system will display all payments to that vendor.


Vendor File: Alphabetic Payee Search (Exhibit 7)
This screen shows payments in vendor name order from the State of Idaho Vendor File.  A specific vendor name or portion of a vendor name can be entered and the system will display information on all Vendors whose names match or follow the name or portion of the name entered.  The screen displays 20 vendors at a time.  The vendor numbers on this screen are linked to the “Vendor File: Vendor Search by Vendor Number” screen shown previously. 

XIV.
WIA FINANCIAL REPORTS


WIA Financial Reports Menu (Exhibit 8)

This screen is the menu for the WIA Financial Reports.  Access to this screen is from the Accounting/Payroll selection on the WIA Main Menu.  To view a report, you must enter the desired Program Year and WIB (Region).  Entering the SITE is optional depending on the level of detail desired.  Be sure to click the ‘Enter’ button to record your selections.

WIA Financial Database Query (Exhibit 9)
This screen shows total budgets, accrued expenditures, etc. for items identified in the blue table.  One or more of the fields in the blue table can be filled in or left blank.  When the ‘Submit’ button is clicked, the system computes totals for the combination of items contained in the blue table.  For example, the user entering the WIB and Title will get totals for the Title within the Region.  The WIA Financial Database table is updated monthly.  Most fields in the blue table are linked to lists of valid codes.  Some fields also use dropdown boxes to limit input to valid entries.




WIB Area Reports: Obligation Register (Exhibit 10)
This screen shows planned obligations and actual expenditures for each participant.  This can be accessed for each Site and has totals for each title.  The data in this screen is updated on a monthly basis.  The social security numbers on this screen are linked to the Payroll Information screens shown in Exhibits 1 and 2.  Clicking on the SSN will allow the user to review the participant payment history and resolve problems associated with inadequate or excessive participant expenditure plans.  In Idaho these plans are referred to as “Obligations”.


WIB Area Reports: Accrued Expenditures by Title (Exhibit 11)
This screen shows accrued expenditures by title.  The data in this screen is updated on a monthly basis.  Each WIB can be viewed by returning to the financial reports menu and changing the WIB number.


WIB Area Reports: Accrued Expenditures by Fund Number (Exhibit 12)
This screen shows accrued expenditure totals by fund number.  Idaho uses a seven digit fund number that identifies Title (1 digit), Type (1 digit), Activity (2 digits), and Project (3 digits).  Title is used to identify adult, youth, dislocated worker, etc.  Type is used to identify in school and out-of-school youth.  Activity identifies such things as the various types of core, intensive, and training services.  
The project code identifies the contract under which participants are served.  
For example:

ZX21820 would be for a Dislocated Worker in Occupational Classroom Training.  
YX43830 would be for an In-School Youth in a Work Experience activity.

The data in this screen is updated on a monthly basis (Usually around the 15th to the 17th of each month).  Each WIB can be viewed by returning to the financial reports menu and changing the WIB number.


WIB Area Reports: Accrued Expenditures by Subgrant (Exhibit 13)
This screen shows budgets and accrued expenditures for each Contract/SubGrant in the Workforce Investment Board’s area.  The data in this screen is updated on a monthly basis.  Each WIB can be viewed by returning to the financial reports menu and changing the WIB number.


WIB Area Reports: Job Service Contract Summary (Exhibit 14)
This screen shows a summary of budget and expenditures sorted by Title/Project for each Local Office.  The data in this screen is updated on a monthly basis.  Each WIB can be viewed by returning to the financial reports menu and changing the WIB number.


Statewide Reports: Accrued Expenditures by Title (Exhibit 15)
This screen shows accrued expenditures by title for the entire State of Idaho.  The data in this screen is updated on a monthly basis.


Statewide Reports: Subgrant Financial Status (Exhibit 16)
This screen shows budgets and accrued expenditures for each contract/subgrant in the State of Idaho.  The data in this screen is updated on a monthly basis. 

This section is not to be used for information that should be in the Case Notes.
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