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TO: All WIA Subrecipients
FROM:  Joni Booth, Chief, Accountir@@‘lu‘

SUBJECT: WIA Participant Accruals for Program Year 2012

The WIA participant payment system will close on June 27, 2013 for this program year ending
June 30. All program/title 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). The system will then begin
generating accruals for payments not made.

The accrual system will open July 1 at 1:00 p.m. Mountain Daylight Time and close July 2
at 4:00 p.m. Mountain Daylight Time. All WIA case managers will have the opportunity to
view and modify system accruals and to enter manual accruals not shown (see box below).

Note: Manual accruals should be made for unpaid participant expenses that have actually
occurred on or before June 30.

Remember - To Minimize Accrual Case Manager Workload:

1. Submit all participant and vendor payments as soon as possible, preferably before June 21.
2. Verify activity completion dates before the system closes, to avoid modifying unnecessary
system accruals. The system will accrue to the participant’s activity completion date.

Please direct questions to Vicki Parkinson, Julia Browning, Janice Pannell, Ben Phillips or Jude
Jensen.

TO VIEW & MODIFY ACCRUALS

Logon to the WIA Management Information System (MIS)
https://www3.labor.idaho.gov/wia/
(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 self-explanatory.
However, more detailed instructions are shown in the illustrations below, if needed.
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Idaho Workforce Investment

Information Syste

All Users Must Log m: Log in &s normal

USERNAME: |

PASSWORD: |

Login I

WIA Main Menu
| Client nguiry |
| Locate A Client |

Overview of Clien |

Iﬁ%} Welcome to the

Select Accounting/Payroll l'kfﬂ'l’ce IﬂVEStmerlt
~ _——stmation System
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Please choose a function below

Participant Payroll Information
Participant Accrued Expenditures

Accounts Payable:

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

State Vendor File:

¢ Vendor Search by Vendor
Number/SSN
s Alphabetic Vendor Search

WIA Financial Reports

WIA Participant Manual Accruals
‘-;_‘_“\\-

Select WA Participant Manual
Accrusls

WIAB - Page 3 of 8




PARTICIPANT EXPENDITURES AND ACCRUALS
6/24/2003 2:33:55 PM -- - Update is Enabled--Userid=bboyd

here. The next page will bring up
5 2 all that match the selected criteria.
‘ 1 - Enter all or part of SSN or First Name or Last Name. Then click oh- 55

FOLLOW INSTRUCTIONS IN RED r Enter part or all of the SSN, Click

Social Security Number First Name Last Name “Get Participant |

I
888 | -| __ CleorSSNNames _ |

PARTICIPANT EXPENDITURES AND ACCRUALS
6/25/2003 1:35:50 PM -- - Update is Enabled--Usetid=bboyd

FOLLOW INSTRUCTIONS IN RED

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

|

‘Social Security Number First Name | LastName GetParticipant |

1 884 | “ Clear SSN/Names ]
= E First | Last
, i Name I Name
B’T  STEFFANIE DUCK

Click On The SSN
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| 1- Entar all or part of SSI¥ or Flrst Name or Last Name. Then click on 'Get Paruupant
|Suclal Security Number | First Name l oot Mo T R

68888888 ISTEFFANIE IIDUCK ]  Clear 8SN/Names

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

Cost Cash
Expenditures

Total Accrued
Expenditures

Total
Accruals

Obligations

R

| $2,079.00

£1,900.20 [$3,020.00  $4,920.20
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3 - Click on Manual Overide to toggle Y/N and enter Manual Accrual.
Then click on "Update Accruals' helow.

Cost Center 33308

IFum:'l Number 02 : lCust Category u

Cash utomated g;l anu:l Manual
Expenditures | Accruals gﬂn% ® Accruals

| Totals |  $755.00 | $3,020.00 | $0.00L
Total Reported Aceruals | $3,020.00 _ Update Accruals
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3 - Click on Manual Overide to toggle Y/N and enter Manual Accrual.
Then click on "Update Accruals' below.

Cost Center -I Fund Number -I Cost Category .

Month Cash Automated 3{ anuzl MManual
o Expenditures | Accruals EE.} ® Accruals

Totals |  §755.00 $3,020i:ﬁ:‘r§\.Q T $100.00

Total Reported Accruals | $2,365.00 |  Update Accruals
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PARTICTPANT EXPENDITURES AN.D ACCRUAL
6/12/2003 111810 AM - - Upge———

FOLLOW INSTRUCTI

| 1 - Enter all or part of SSN or First Name or Las 5
\Snclal Security Number [ First Name

| B |—1WCK |

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

Cost [otal

Total Accrued
Expenditures

LJNNNENNAR

| $2,079.00 | $1,900.20 $2,365.00

$4,265.20
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