IDAHO

DEPARTMENT OF LABOR
DIRK KEMPTHORNE, GORNOH
Roger B. Madsen, Director
DATE: June 25, 2004 WIAB 18-03
TO: All Service Delivery Areas; All WIA Subrecipients; All Local Office Managers
FROM: Joni Booth, Chief, Accounting

SUBJECT: WIA Accruals for Program Year 2003

The WIA patrticipant payment system will close for Program Year 2003 (July 1, 2003 through June
30, 2004) on Tuesday, June 29, 2004. After closure, WIA case managers are provided limited
access to the accounting system so they can manually add, correct or delete financial accruals.
This process helps to ensure that costs incurred during PY 2003 are actually charged to the PY
2003 grant, and not to the next program year. All payments made by 2:00 p.m. June 29" will be
reflected in the Automated Accrual System (AAS). If you cannot locate an expenditure on the
Automated Accrual System, it has not been paid and an accrual should be manually entered into
the AAS.

All WIA Subrecipient staff will have the opportunity to view and modify (if necessary) participant
accrual data on Thursday, July 1°' from 8:00 a.m. to 6:00 p.m. Mountain DaylightTime. Staff
may access the accounting system from any personal computer with access to the Internet.

Automated Accruals

Participant accruals are unpaid financial obligations that are due and payable during the program
year. Our accounting system generates these automated accruals throughout the year, based on
certain costs paid in the prior month. These costs include OJT employer payments, work
experience wages, internship wages (including fringe) and needs-related payments.

Automated Accrual Example

If the system makes a $600 OJT payment for April it will automatically generate a $600 accrual
for the month of May in anticipation of another monthly invoice. The May accrual will be changed
to reflect the actual May payment when the invoice is paid (generating a June accrual) OR the
accrual will be deleted if the individual completes from the activity. Note: There must be no time
lag between the last day worked and the activity completion date or the system will retain the May
accrual in anticipation of a May invoice.

Manual Accruals

Case managers are provided limited access to the accounting system and are asked to review
and adjust, when necessary, system accruals at the end of each program year. This limited
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access period provides case managers with the opportunity to enter manual accruals for
outstanding payments that have not yet been processed. Payments such as child care,
transportation, tuition, books, supplies, etc. are not included in the automated process and must
be entered manually if appropriate. Remember: In order to qualify as a current year cost, the
actual transaction or date of purchase must occur on or before June 30, 2004.

If you have any questions, please contact:
Region Ill Subrecipients - Dania Rivers
All other Regions - your assigned Grants Manager

Security clearance for the WIA Management Information System (MIS) is required.
https://www.wia.state.id.us/login.asp

After selecting WIA Participant Manual Accruals, follow the instructions in red.

More detailed instructions are shown in the illustrations below, but are informational only.

WIAB 18-03 - Page 2 of 9




Idaho Workforce Investment

Information Syste

Al TTzers Must Log Log in &s normsl

USERNAME: |
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WIA Main Menu

Client Inguiry

Locate A Client

Accounting/Payroll

Beporis

|
|
|
Overview of Client |
|
|
|

Information

Client Inguiry

WiA Reports

Management RED( Select Obligation Reports j
Ohbligation Reports
Participant Activities

Participant Demographics

Participant Exit

Customer Satisfaction

Data Duality Reports

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
yaour guide in selecting which participant=
may need accruals and which participants

may need accruals reduced.

WIA Obligation Eeports

*Program Vear: |2|:I|:|2

*Report: | Ohligations =

Program: |Please select a Program... j
WIEB Number: |Please selecta'Wwlb... j

Dite: IPIease selecta Site..

Project: |Please selecta Project...
Luetivity: I
Cage Mg I
s

ader Flacement: ¢~ 25 {0 & 15 O O3
*required
Submit Request I Clear Form

" 0 (Best for printing)
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| Locate A Client
| Overview of Client |
| Aﬁ:cmm;i.lg\_.-'?am]l |

Welcome to the

IDAHO XY=
Wi

=

Select AccountingPayroall

——ormation System

| WIA Main Menu |
| Client Inguiry |
| Locate A Client |
| Overview of Client |
|
|
|

Accounting Payroll |

Reporis |
Information |

Please choose a function below

Participant Payroll Information
Participant Accrued Expenditures

Accounts Payable:

s« Payee Search by Vendor
Number/SSN
¢+ Alphabetic Pavee Search

Mtate YVendor File:

« Yendor Search by Vendor
Number/SSN
s Alphabetic Vendor Search

WLA Financial Heports

WLA Participant Manual Accruals

rkforce Investment

Select WA, Participant Manual
Accruals
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PARTICIPANT EXPENDITURES AND ACCRUALS

6242003 2:33:55 PM -- - Update is Enabled--Userid=bboyd

FOLLOW INSTRUCTIONS IN RED

| 1 - Enter all or part of S5I¥ or First Name or Last Iame. Then click o

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

Social Security Number

First Wame

Last Name

~ o
Get Paricipant |

| aaa

Clear S5M/MNames |

PARTICIPANT EXPENDITURES AND ACCRUALS

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

FOLLOW INSTRUCTIONS IN RED

1 - Enter all or part of 55N or First Name or Last Name. Then click on 'Get Participant’.

Social Security Numher First ame Last Name Get Paricipant |
888 [ [ Clear SSM/Names |
First Last
S8
‘ ‘ Name ‘ Name

88888888 |STEFFANIE | DUCK

Click On The S5h
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| 1 - Enter all or part of S8 or First Name or Last Name. Then click on 'Get Participant'.

|Sm:ial Security Number |

First Mame |

Last Name ‘

Get Participant I

| |aaaaaaaa

||STEFFANIE || DUCE

‘ Clear SSM/MNames |

5

‘ 2 - Click on one of the Cost Categories helow to show detail.
Action l:nr';lagrz|.1"am ‘mf& N%er Et Obligations Expfnadsilt:ures AcTcz:la;ls 'I‘E';:paijid'.:lt:ru::
\ | 2002 | 33308 | 30015411 | & | $1.00 | $0.90 | $0.00| $0.90
\ | 2002 | 33308 | 30021411 | © | $108%00]  $11975|  $0.00 | $119.75
\ | 2002 | 33308 | 30021411 | & | £0.00 | 5270  $0.00| $2.70
\ | 2002 | 33308 | 30021411 N $0.00 | $27.00 |  $0.00 | $27.00
\ | zooz | 33308 | 30021411 | | $0.00|  $755.00 |$3,020.00 |  $3,775.00
\ | 2002 | 33308 | 30021411 X | $0.00|  $129.95|  $0.00 | $129.95
\ | 2002 | 33308 | $0.00 | $54.00 |  $0.00 | $54.00
| | 2002 | 33308 | e chenge the seome on. || §989.00 | $470.00  $0.00 | £470.00
' ' | go.00|  $15695|  $0.00 | £156.95
\ e e, TY47410 | X | $0.00)  $12095)  $0.00 | £129.95
[ TZUUZTEEIUE | Y'Y 41410 x| $0.00 | $54.00|  $0.00 | $54.00
Ladd] | 2002 [ S ST =T = | | | |
\ | Totals | | | | $2,079.00| $1,500.20 ($3,020.00|  $4,920.20

3 - Click on MManual Overide to toggle ¥/ and enter lWMlanual Accrual.
Then click on "Update Accruals® helow.

[ Cost Center (33308 | Fund Mumber [30{21411 | Cost Category [BT

Iz something WWROMNGTY |f you see
accruals for big $'s amounts maonth
after month and no expenditures
you are most likely missing a
completion date for this enrollmernt.
ou will need to change these to
Zero.

BTanual
Mo S, Ao G, Mol

Tuly | $0.00 | $0.00 | [ [s0.00
August | $0.00 | $0.00 | [N [s0.00
September | $0.00 | $0.00 | [ [s0.00
October | $0.00 | $0.00 | [ [s0.00
T varmac o iy e | 1220
becem change the doua;n?&?_;@ to the desired W
fanuary ] F755.00] u:u.W Js0.00
February | $0.00 |  $§755.00 | [N [s0.00
March | $0.00| §755.00 | [n [s0.00

pril | $0.00| §755.00 | [m [s0.00

Mday | $0.00 |  $§755.00 | [N [s0.00

Tune | $0.00 | $0.00 | [ [s0.00

| Totals | §755.00 | $3,020.00 | | $0 00l T“E”C"C““p“a‘“‘c”“a'a
‘Total Reported Al:l:rua.ls| £3,020.00 | Update Accruals |
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Accruals have been updated!

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

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

Mo s e Ovaride| M
(Y/IN)

Tuly £0.00 $0.00 | [N |[s0.00
Angnst £0.00 $0.00| [N [s0.00
September F0.00 F0.00 IN ||$D.IZIIZI
October £0.00 $0.00 | [N |[s0.00
Mowember £0.00 F0.00 | |M ||$EI.IIIIII
December £0.00 $0.00 | [N |s0.00
Tanmary £755.00 $0.00| [N [s0.00
February $0.00| $755.00 fv= [s100.00
Iarch .-'J-.ﬂllar zelecting Update .-';-.I:I:ruals your scree:\ ||$|:I|:”:I
Aprl | oot or 75510 9100, vour scmueis | | 000
mE S W
Tune mll:ll'lth to chanoe bE.'fl:IIrE woul click Undi?tE-" /_ ||$|:||:||:|—

Totals |  §75500 $3,020_0b1§ [ $100.00
Total Reported Accruals | $2,365.00 1 Update Accruals

WIAB 18-03 - Page 8 of 9



PARTICIPANT EXPENDITURES AND ACCRUALS

6272003 11:15:10 AN -- - Up

FOLLOW INSTRUCT

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

Scroll up to views this part of the screen.
~ou May now select another participant orl

Social Security Number First Name Last Name |
13
[s85-88-888 [ STEFFANE | Duck ‘ Clear SSN/Mames |

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

cion P e | Bl G ek, [ Ao
crall up to viewy this part of the screen.
‘ | 2002 | 33308 | W 15411 | g You can novy select & new CDS‘tCa‘t.iD ]_CII:I| $0.50
accrue on.  **NOTE* Your accruals will be
‘ | 2002 |3f3308 | W% 21 411 | (|  reflected inthe Totals at the bottom of this II.CIEI| £119.75
page.
| | 2002 | 33308 | 21411 | © 00 | $2.70
| 2002 | 33308 | 21411 | I | $0.00] 527,00\ $0.00 §27.00
| 2002 | 33308 | XOC21411 | N | $0.00| 75500 $4365.00  $3,120.00
| 2002 | 3/3308 021411 | X | 3000  $12995| $000|  §129.95
Or you can use the &dd buttom to adda\w 21411 | E | :BD'UO | $54'00 | :BO'DD | $54'00
new Cost Cat. Donot wonrysboutmakinga 41410 | A | $989.00|  $470.00| $0.00,  $470.00
mistake a= once you have a new line for
Cost Cat you willsse adeiete huttononthe [41410 | I | $0.00|  §15695  $0.00|  $156.95
o s Aden A41410 | X | 8000  $12995| $000|  $129.95
/A|/20‘3'2 Iafazoa I YT 41 410 I Y I $0.00I $5400I $0.00I £54.00
[Add| | 2002 [ EEEN
| | Totals | | | 207900  $190020($236500  $4,26520
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