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TO: All WIA Subrecipients A
FROM: Joni Booth, Chief, Accounting ﬂ
SUBJECT: WIA Participant Accruals for Program Year 2013

*

The WIA participant payment system will close on June 26, 2014 for this program year ending
June 30. All program/title payments, made by 2:00 p.m. on June 26 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 8:00 a.m. Mountain Daylight Time and close July 2
at 12:00 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 17.
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 any member of the grants management team.

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.

CENTRAL OFFICE e 317 West Main Street e Boise, Idaho 83735 e Tel: 208-332-3570 e Web: labor.idaho.gov

An Equal Opportunity Employer and Service Provider. Reasonable accommodations are available upon request. Dial 711 for TTY Idaho Relay Service.




Idaho Workforce Investment
Information Syste

All Users Must Log in: Log in &s normal

USERNAME: |

PASSWORD: |

Lagin |

We

Welcome to the

Select Accounting/Payrall l‘kal'CE IﬂVBStmEﬂt
———stmation System
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Please choose a function below

Participant Payroll Information
Participant Accrued Expenditures

Accounts Payable:

+ Payee Search by Vendor
Number/SSN

+ Alphabetic Payee Search

State Vendor File:

+ Vendor Search by Vendor
Number/SSN
+ Alphabetic Vendor Search

WIA Financial Reports

WIA Participant Manual Accruals

Select WA Participant Manual
Accruals

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

FOLLOW INSTRUCTIONS IN RED Entter part or al of the SSN, Click

here. The next page will bring up

= all thet match the selected criteria.
l 1 - Enter all or part of SSN or First Name or Last Name. Then click n'}xﬁ

Social Security Number ~ First Name Last Name #Get Participant

868 | B ) | Clear S8N/Names

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

FOLLOW INSTRUCTIONS IN RED

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

Social Security Number | First Name Last Name Get Paricipant I
888 | i| | | ClearSSN/Names |
First Last
i i i Name 1 Name

88888888 STEFFANIE DUCK
Ty

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

‘Sncial Security Number | First Name | Last Name Get Participant I

53885888 ISTEFFANIE II DUCK I ~ Clear SSN/Names |

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

Fund Cost Cash Total Total Accrued

. |Program WIR/S; iz
gt Year ' fSite Number Cat Sl Expenditures | Accruals  Expenditures

R

=
S
o
B
@
R=r
..N
=
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o
[ ]
=

$1,900.20 $3,020.00  $4,920.20
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3 - Click on Manual Overide to toggle Y/I¥ and enter Manual Acc
Then click on "Update Accruals® below.

Tual.

E Cost Center - Fund Number —| Cost Category .

Mony | Cosh  Automated Jansal | Manual
i Expenditures | Accruals FYBE) | Accruals

Iz something WRONG? If you see
accruals for big §'s amourts month L
| after month and no expenditures |

you are most likely missing &
mhﬁmimm%mm
You will need to change these to |-

| Totals |  $755.00| $3,020.00 | { $0.000

1|~

Then click Upclate Aenrl-likj

tTutal Reported Accruals 1 $3,020.00 Update Accruals
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3 - Click on Manual Overide to toggle Y/IN and enter Manual Accrual.
Then click on "Update Accruals' below.

Cost Center -I Fund Number -I Cost Category .

Month Cash Automated 3&[ anu:l Manual
i Expenditures | Accruals g’%‘l} ® | Accruals

! -’@f Silﬂéﬂﬂs Update Accruals y ur ‘ W
wmmm -
Totals |  $755.00 [ $3,020 005 [ $100.00
Total Reported Accruals | $2,365.00|  Update Accruals
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PARTICTPANT EXPENDITURES AND ACCRUALS

6/12/2003 11:18:10 AM - - Upds
FOLLOW INSTRUCTI  Secrollup to view this part of the screen.
You May now select ancther participart orll

[ 1 - Enter all or part of SSN or First Name or Lask\

Social Security Number | FirstName | LastName | Ga nto

em P seme oo | Cessshanes

| 2 - Click on one of the Cost Categories below to show detail.
Fund ol _Total |Total Accrued

, mwp to view this part of the screen. als | Expenditures
__?wwmﬂbﬂmﬁﬁmm _

: erm; mtmmmwmm-
mm&mwuwmw-

[  Totals | [ $2079.00] $1,90020 $2,365.00|  $4,265.20
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