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PeopleSoft Introduction 

 PeopleSoft Sign-on 

To access PeopleSoft go to: http:\\peoplesoft.labor.ny.gov.   

Enter your LDAP User name and password.  This will bring you to the PeopleSoft Menu. 

 

   

http://peoplesoft.labor.ny.gov/
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PeopleSoft Personalization 

You can modify the appearance of your sign-on screen by using the personalization feature.  Click on 

content or layout to make adjustments.  Once you have made your changes you must hit save at the 

bottom of the page.   

 

 

 

 

 

You can make changes at anytime by clicking on content or layout.   
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Menu Navigation-There are several ways you can navigate through PeopleSoft.   

1) You may use the Breadcrumbs along the top of the screen.  

 

 

 



 

3-27-12 Page 5 

 

2) You may click on the arrow next to the menu classic.   

Or: 
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3) You may click on the word in the menu classic. 

 

Regardless of how you decide to navigate you will be brought to a menu of additional options.  If you 

choose to go back to a prior step you may navigate using the breadcrumbs along the top; this will allow 

you to step back to a particular place or you can go back to the main menu.  
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Journal Entries 

Cash Requests/Approval Process 

As needed 

Cash requests can be completed as you need funds but you cannot maintain more than 5 days cash on 

hand. 

Cash requests will take 5 business days from the day the funds are requested to the day of deposit.  

Ordering Guidelines for non-holiday periods: 

Day cash is needed  Day Cash Request  must be received 

by  11:30AM 

Monday Previous Tuesday 

Tuesday Previous Wednesday 

Wednesday Previous Thursday 

Thursday Previous Friday 

Friday Previous Monday 

 

 

 

 

To input your cash order: 

Go to General Ledger/Journal/Journal Entries/Create Update Journal Entries 
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Click on Add a new Value 

 

Enter: 

 The business unit will always be WIA01 

 Journal ID will always be NEXT 

 Journal Date will default to the current date.  You can update this if you want your cash order to 

be processed on a future date.   

 Click on Add 
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On the Header page Input: 

 Long description:  you can input information that will assist your LWIA. 

 At Ledger Group  - enter: WIA_CASH  

Source will be automatically entered for your area.  This is your two digit LWIA code. This information is 

required and should not be changed. 

 Click on the Lines Tab at the top of the page. 



 

3-27-12 Page 10 

 

 

Once you are at the lines tab you will need to input your entry. 

The magnifying glass will allow you to see what choices are available: 

Enter: 

 Unit is always WIA01 

Ledger is populated from the header screen 

 Account for cash requests is always 410000 

You can identify the accounts by using the drop down box or by running the query: Active Account List 

 Fund is always 26251 (only choice). 

 Dept is your FIPS code- The only choice is the code for your area. 

 Program – Enter the code for the funds you wish to draw down.   

You can identify program numbers using the drop down box or by running the query: List of all Active 

Programs.  

 Bud Ref – Program year funds being drawn down. 

You can identify the Budget References using the drop down box. Chartfield 1- Not needed for cash 

requests 
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 Amount- input as a negative for cash requests, enter the amount you want to draw for that 

program/program year combination.   A positive # in the amount column returns funds to DOL.  

 Click on the save button at the bottom of the screen.  This will assign a Journal ID.  The Journal 

ID can be used to retrieve your entry if you need to return to it at a later time.   

 Click on the plus sign next to “lines to add” to add an additional funding stream 

Each time you add a line it will populate with an offset total.  If you have additional funding streams to 

draw down you will need to add the account code (410000), program, budget reference and the amount 

for each additional funding stream/program year. 

Repeat this process until you have included all funds you wish to draw down.  

Once you have completed all the lines for your cash request, add one more line.  This is your offset line.  

For offsets you only enter the:   

 Account #- 100000.  The unit, ledger and amount will be populated automatically.  You must 

delete the fund and department on the offset line in order for the entry to be valid. 

Your offset line amount should be equal to the cash deposit you are requesting.  Note:  unless you are 

physically returning cash, this will always be a positive number.  
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Once all your lines are in you must edit the journal.  

 Above the lines section of the journal: 

 make sure the drop down menu says Edit Journal  

 click the Process button  

The Journal Status prior to editing will be N. 
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ERRORS 

Once the journal is edited it is necessary to check the journal and budget status.  In order to submit the 

entry for approval the Journal Status and Budget Status must be V.  

 

 

If the Journal or Budget status is E, it is necessary to correct the error. 
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To identify a Budget Status error  

 click on the E.   

This will open up a new window showing:  Commitment Control Budget Check Exceptions.  From this 

screen you can review your error(s). 
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On this screen you can see the budget exception.  From this screen you can check on Details or you may 

click on the Transfer option.  
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If you go to details you will see the General Ledger Journal Line Drill Down.  This will show you what line 

is in error.  

To go back to the Journal Lines: 

 click on the Journal ID. 

This option is most useful if the exception is a problem with a date (funding expired).  You can identify 

the line and then you will need to contact the Division of Employment and Workforce Solutions (DEWS) 

in Albany at 518-457-9529 to resolve the issue.   
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If you click on the transfer option, you will be brought to a new screen that will allow you to go to 

Budget Inquiry.   
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The Budget Inquiry will bring you to: Commitment Control Budget 

Details

 

This will show you the Budget and Expenses against the budget.  This will allow you to identify any error 

in your journals.  This screen will also give you your available budget.   

Once the error is identified it will be necessary to go back to your Create/Update Journal screen and 

make the necessary correction(s). Any problems resolving budget issues can be handled by calling 

Maryrose Walsh or Sharie Fitzgibbon at the Workforce Investments office in Albany.  (518) 457-9529. 
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Once you make the necessary corrections, you will need to edit the journal again. 

 

Once the entry is valid (journal status and budget status), go to the Approval tab at the top of the entry. 
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Approvals 

LWIA approvals are required on all Journal Entries.  The individual approving entries is certifying that the 

entries have been made in accordance with the applicable laws, regulations and agreements; that the 

information is correct the best of your knowledge and that the proper records have been maintained 

and are available for inspection to support the data recorded.  Please note, the individual approving the 

journal entries must also be an authorized signatory on file at the New York State Department of Labor. 

At the approval screen: 

 make sure the approval action is “Approve”  

 click the Submit button for approval.  This screen defaults to approve.   

Note:  We have not activated the notify button.  Therefore, you will need to set up an internal process 

to notify the Supervisor that entries are available for approval.   
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Approval by Supervisor 

Anyone with Supervisory approval can approve entries.  If someone with Supervisory status inputs the 

Journal entry it will be self-approved. Otherwise the Supervisor will go to the Journal entry approval tab 

and approve (this will allow the review of individual lines). The supervisor can gain access to the entries 

needing approval by searching for Journals that are in valid status.  To do this the Supervisor should go 

to: 

 Main Menu 

 General Ledger 

 Journals 

 Journal Entries 

 Create/Update Journal Entries 

 Click on Find an Existing Value    
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 Click on clear to blank out all fields  
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 Enter any information you can use to identify the entries.  Such as 

o Journal ID-the originator of the entry would need to provide or 

o Journal Date- provider by the originator of the entry or 

o Journal Header Status-equal to valid-edits complete 

Business unit is always WIA01 

 

If you use the same criteria from month to month you can save this information and then use that 

search each month to retrieve your data.  Once you Save Search Criteria a drop-down box labeled “Use 

Search Criteria” will appear above the Business unit.  All searches that you have saved will appear in this 

drop-down box. 
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This will bring up all the entries the LWIA has that fit the search.  If multiple entries are returned you can 

sort these by ledger group.  For cash draw downs you are only concerned with WIA cash entries. 

  Choose the first entry by clicking on the line and review the entry  
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 Approve or disapprove.  

At the approval screen the supervisor will approve or deny (defaults to approve) the entry and submit.  

If the Supervisor denies the entry he should contact the employee to let them know.  The supervisor can 

indicate the reason for denial if the entry is denied.  

After completing the approval process on the first entry you can then continue on the next entry by: 

 Clicking on next in list at the bottom of the entry.  

The Supervisor can continue this process until no more cash entries are available for review.   

Once approved, the transaction will be forwarded to Department of Labor (DOL) DEWs for approval.  

Once approved by DEWs the transaction will be approved by the Administrative Finance Bureau (AFB) 

and transmitted through the Office of the State Comptroller (OSC).  As noted earlier, transactions must 

be approved at the LWIA by 11:30AM daily.  Anything approved after 11:30AM will be processed by DOL 

the following day.   
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The cash draw down request can be reviewed once it is posted by the Department.  The Header screen 

will indicate the scheduled payment date.   You can review your entry by: 

 Searching on existing journals at the Create /Update journal screen for the date you are 

verifying.  
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Copy Journal Entries 

Copying journal entries will allow you to update only fields that need to be changed.  For example if you 

set up a cash draw down journal at the start of the year with all your available funding sources you can 

copy the same entry from week to week and only update the cash draw amount.  The system will allow 

you to enter -0-, so there is no need to delete lines that you are not using.  You can add or delete lines if 

new funds become available or if all the cash has been drawn for a particular funding stream/fiscal year.   

 

Go to:   

 General Ledger 

 Journals 

 Journal Entry 

 Create/Update Journal entries 
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Click on the tab:  

 Find an Existing Value 

 Click on the clear button at the bottom of the screen 

You can enter any data that will help you find the entry: 

 (Journal ID, Journal Date, User ID, Source Code) 

 You must include WIA01 in the business unit 

 Click Search 

Once you find the entry you want to copy: 

 Click on the line of the entry 

 Click on lines tab 

 Verify that this is the entry you want to copy. 

If it is the correct entry 

Hit drop down button: 

 change Edit Journal to Copy Journal  

 hit process 

If it is the incorrect entry go to the bottom of the screen 

 hit return to search 

 This will bring you back to your search screen, chose another entry and go back to Click on line tab.  
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Once you have copied the journal you will be brought to the Journal Entry Copy Screen but, if you 

receive a dialog box telling you to save or cancel, hit cancel to proceed, as instructed below.   

If you hit Save the entry will be created, but PeopleSoft will bring you back to the original lines tab.  To 

eliminate creating duplicates, if you hit Save, go to the Create/Update Journal Entries Search page to 

find your new journal. 

 

 Journal ID reverts to next. 

 Change Journal Date if necessary.   

 You should always click on Recalculate Budget Date.  

 Click on OK. 

 This will create a new Journal ID number. 

 On the header screen you can update the long description as desired. 
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 Click on Lines tab 

At this point you need to: 

 Update amounts for the cash order 

 Add or delete lines as desired 

 Edit journal 

 If valid go to approval screen 

 If errors exist you need to investigate the errors and re-edit the journal;  see pg. 13 

 Once it is in a valid status Submit for approval; see Pg 19 

 Supervisor must approve; see Pg 20 
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Monthly Journal Entries 

Cash Expenditures (Disbursements) 

Go to: 

 General ledger 

 Journals 

 Journal Entry 

 Create/Update Journal entries 

  

The date automatically defaults to the current date.   

 Update date to End of Month 

 Hit add  

This will bring you to the journal entry header. 
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On the Header screen you will need to: 

 Add description.  This information should be useful to you to identify entries if you are trying to 

retrieve data.  

 Add Ledger Group.  For all expenditure entries this will be WIA_AER. 

 Verify that the reversal status is correct  

 Cash expenditures-  Do not generate reversal 

 Accruals–Reverse beginning of next period 

 Obligations-Reverse Beginning of next period 

 Save journal entry, this will bring you to the Lines tab 
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On the lines tab you will input monthly cash expenditures.    

Input: 

 Account-Information is available from the drop down list or from the account list query. 

 Fund-26251, this is available from the drop down menu.  This is the only option. 

 Department-this is your FIPS code.  It is available from the drop down menu.  Only your LWIA 

will appear. 

 Program-This is available from the drop down menu or from the active program listing query. 

 Budget Reference- This is the program year being charged.  All Budget references are available 

from the drop down menu. 

 Chartfield1-this field is used to report in-school or out of school youth.  It is required for youth 

programs only.  Options are available from the drop down menu. 

 Amount-The LWIA should report cash expenditures for the current month. 

Add lines as necessary to complete your monthly cash expenditures by: 

 Clicking on the “+” under the actual lines. Once you have completed your cash expenditures you 

must: 

 Add one more line. As with cash requests an offset entry needs to be completed. 

 When entering the offset : 

 Enter the account 210000 

 Delete the fund 

 Delete the Department 

 Verify the offset amount.  This is equal to the net of the debit and credit expenditure lines 

entered for the month. 
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After all entries are complete you must: 

 Edit journal by clicking on the process button above the lines. 

 

As with cash, correct any errors. See Pg 13 for the error correction process.  

The entries need to be in a valid status.   

Once the entries are valid the individual that input the entries should go to the approval screen and 

submit the entry for approval; see Pg 19 

Supervisor must approve entries; see Pg 20 
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Stand-in Costs 

If a LWIA has any stand-in costs, these costs must be accurately reported as part of the final program 

report for the funds being reported as specified in the closeout documents transmitted via a DOL 

Technical Advisory.  Stand-in costs can be used at a later date to offset any disallowed costs, however, 

they must be reported on the final report and are subject to audit.   

Stand-in costs are costs paid from non-Federal sources that a recipient proposes to substitute for 

Federal costs that have been disallowed as a result of an audit or other review.  In order to be 

considered as valid substitutions the costs: 

1. Shall have been reported by the grantee as uncharged program costs under the same title and in 

the same program year in which the disallowed costs were incurred; 

2. Shall have been incurred in compliance with laws, regulations and contractual provisions 

governing WIA and 

3. Shall not result in a violation of any applicable cost limitations. 

To complete Stand-in cost entries go to: 

 General Ledger 

 Journals 

 Journal Entry 

 Create/Update Journal Entries 

 Select ‘Add a new value’, enter your journal date and click ‘add’ , or you may find an existing 

value if you want to copy a previous entry. 

 Select your ledger group ‘WIA_AER’ and click on the  ‘lines’ tab 

 Click on Add a new line. 

To add a new line follow the instructions on Pg 31 except the account code for Stand-in costs is always 

111000.  Stand-in costs are not reversed at the beginning of the next month.  Stand in costs must be 

balanced with the expenditure offset account code 210000. 
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Accrual and Obligation Entries 

To complete accrual and unliquidated obligation entries go to: 

 General Ledger 

 Journals 

 Journal Entry 

 Create/Update Journal Entries 

 Click on Add a new line or you may find an existing value if you want to copy a previous entry. 

To add a new line follow the instructions on Pg 31 except: 

 You must click on the line that says Reversal: do not generate reversal. 

 This will bring you to a new screen, on the this screen you will choose beginning of next period 

 Click OK 

 

 Proceed with entries as described for cash on Pg 31. 
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Once the expenditures, accruals and obligations are approved by the LWIA, DEWs staff in Albany will 

review, approve, and post the entries.  Staff in Albany will contact the LWIA if problems are found in the 

entries.   

Reports will be run one day after the expenditures are due.  All LWIAs should review their reports and 

make any corrections necessary within 5 business days after the reports are due (20th).  Expenditure 

reports will be re-run 5 days after the report deadline. Any reporting problems discovered after this 

point should be corrected the following month.  

Any LWIA needing assistance should contact their FOTA representative for problems related to actual 

expenditures or obligations.  Please contact staff in Albany for technical questions relating to 

PeopleSoft.  
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LWIA Queries 

Navigation: Main Menu > Reporting Tools > DOL Queries > LWIA Queries 

All the queries available to the LWIAs are listed  
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Query: Active Account List 

This Query lists all active account codes for requesting cash and reporting expenditures.  This list, as with 

all queries,  can be converted to Excel by selecting ‘Excel Spreadsheet’ at the top of the list. 
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Query: Available Cash Budgets 

This query lists all available cash budgets for an LWIA.  This represents allocation minus cash requests to 

date.  If you request cash and get a budget error, you should use this query to make sure there is 

available cash to draw. 
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Query: Available Expenditure Budgets 

This query shows available expenditures.  This is your allocation minus all reported obligations which 

include accruals/and or obligations.  If you compare this with your monthly accrued expenditure report, 

the ‘sum total’ represents your allocation minus total obligations.  You must input fiscal year and 

reporting period (1-12).  Fiscal Year 2010 period 1 represents July 2010, Fiscal Year 2010 period 2 

represents August 2010, Fiscal Year 2010 period 12 represents June 2011, Fiscal Year 2011 period 1 

represents July 2011,etc. 
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Query: Available Cash Expenses 

This query shows available cash expenditures.  This would be allocation minus total cash 

expenditures reported to date (excludes accruals and obligations).  This query does not show 

amounts equal to 0.  
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Query: Journal Lines 

This query will list all journal line entries for an individual LWIA.  The primary sort is by ledger group 

(AER/CSH) and then date. Expenditure journals appear first, cash request journals second.  You will only 

see the first 100 lines by default.  Click ‘view all’ in the upper left hand corner to list all lines for a 

continuous scroll.  Default status: P=posted; U=unposted; V=valid (not yet posted); E=error.   

 

 

 

 



 

3-27-12 Page 45 

 

Query: Budget Attributes Start End Dt 

This query lists all programs by ledger group that have a start and/or end date outside of the standard 

PY dates.  For instance, PY10 would normally be available from 7/1/10-6/30/12 but we had program 230 

which represents SWA ITA Pilot which was available from 12/15/10-6/30/11.  
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Query: DOL_WIAL_LWIA_LED_BALANCES-Cumulative Cash Draw Downs 

This query shows Cumulative cash requests to date by the LWIA.  This query is sorted by Budget 

Reference and Program.  This report shows cash requests that have been posted by DOL.  (sort on 

WIA_CASH) 
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Query: DOL_WIAL_LWIA_LED_BALANCES Cumulative Cash Expenditures  

This query shows cumulative cash expenditures reported to date.  This query is sorted by Budget 

Reference and Program Year.  This query shows expenditures that have been posted by DEWs staff. 

(Sort on WIA_AER) 
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Query: Life to Date Accrual & Obl Bal 

This query shows the life to date accrual and obligation account balances.  This query should always 

show no data as accruals and obligations are reversed at the beginning of the next reporting period.  If 

you see any values under ‘sum total amt’, you have not reversed your accruals and obligations.   Please 

note, entries will only appear here after your journal entries are posted.   
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Query: List of Active Budget Referenc 

This query shows the list of active budget references. 
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Query: List of Active Programs 

This query shows currently active programs.  
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Query: Program Year Expiration Dates 

This query shows budget reference (program year) expiration dates. 
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Query: DOL_WIAL_AER_WITH_ACCOUNT –AER with memo account detail 

Identifies entries by account:  This information can be used to identify expenditures by account (memo 

entry).  This query prompts for a Fiscal Year and Fiscal Period.  A new program year begins every July.  So 

Fiscal year 2011 Period1 is July 2011; Fiscal year 2011 period 12 is June 2012, etc. 
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Query: DOL_WIAL_AUDIT_REQUEST-Cash payments to LWIAs for a specified period.  The dates 

represent payment dates to the LWIA.  The LWIA will be required to input the desired payment dates 

and hit view results.  
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Query: DOL_WIAL_COW- COW for Cash after 7/1/11.  This query shows NOA dates and amounts as well 

as cash draw payment dates and amounts by program and PY year.   
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Query: DOL_WIAL_MSCT-Monthly stmt of Cash Trans.  This query lists a LWIA's cash draws(cash 

received from DOL) and cash expenses(cash disbursements) by fiscal year and period.  This 

query reflects a LWIA's monthly cash report(MSCR). TAA 176/177/178 are not included. 
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Reports 

 

Reports are run monthly for each LWIA, one day after reports are due.  Any LWIA that did not submit 

reports by the due date will receive reports, 5 business days after the original due date.  Once reports 

are run, the LWIA will have 5 days to make corrections.  Once these corrections are made reports will be 

re-run as final.  This information will serve as the official records of the Department. 

Available Reports 

To download reports: 

 Sign on to PeopleSoft 

 Go to Reporting Tools 

 Go to Report Manager 

 Click on Explorer Tab 

Reports will be listed by: 

 Name-LWIA#-Report date-FIPS code-Budget Reference-Run date/time 

 Using the list of Reports click on the report you would like to open or save.  If there are multiple 

versions of the same report you should always choose the newest report.  
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 When you click on a report you wish to view or save, the screen below will appear.  You must 

click on the Excel file name under File List to open or save the file. 

 

 The screen will then ask if you want to open the file or save it.  If you choose to open the file you 

can save it once it is open, or you may choose to save them all and then open the files.  

 If you choose to review them without saving them, seven (7) business days after the reports are 

run they will no longer be available for your review.  After seven (7) days you must contact 

someone in the central office in Albany to have the reports rerun.  

 To download additional reports return to the report manager and follow the steps above.  
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Frequently Asked Questions 

1. What do I do if I get locked out of the system? 

 If you get locked out of the system, you will be asked to answer the three questions you 

set up when you received your original sign-on. If you answer these questions correctly 

you can re-set your password.  Answers are case sensitive. 

 If you are not successful in answering these questions you should contact your county 

IRR or DOL.  If your original account was set up by your county you must contact your 

county IRR.  Otherwise please contact Maryrose.Walsh@labor.ny.gov 

2. What do I do if new staff is added? 

 If you add new staff, please contact your county IRR or DOL 

(Maryrose.Walsh@labor.ny.gov) to have a New York State Office for Technology 

account set up.  Once this is set up please send the account information (login ID) and e-

mail address to DOL requesting PeopleSoft access.  Please indicate what level of access 

the individual should have.  If you are requesting Supervisor access the individual must 

be an authorized Signatory.  

3. How do I know if I am an authorized Signatory? 

 A list of authorized signatories is maintained by DOL.  You can contact Workforce 

Investments at 518-457-9529 or by e-mailing: labor.sm.dews.aers-taa@labor.ny.gov, to 

obtain a list of authorized signatories for your LWIA or to obtain a new form to change 

signatories.   

4. When do I need to order cash? 

 Cash must be ordered by 11:30AM in order to be processed on that day.  All cash 

receipts will be deposited 5 business days after the cash order is posted.   

5. How can I tell if my cash order was processed? 

 To verify that your cash order was processed and the scheduled deposit date, refer to 

the Journal Entry Header.  Once your cash order is processed the approval date and 

scheduled payment date will appear on the bottom right of the header screen. 

6. What do I do if I can’t access the system? 

 If you are trying to access the system and you need to process a cash order or complete 

journal entries, please send a message to the IT mailbox at:  

labor.dl.pt.peoplesoft@labor.ny.gov, and contact Workforce Investments.  Maryrose 

Walsh or Sharie FitzGibbon @ 518-457-9529. 

mailto:Maryrose.Walsh@labor.ny.gov
mailto:Maryrose.Walsh@labor.ny.gov
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7.  What do I do if I time out of PeopleSoft?     

 You will need to sign back in to PeopleSoft if you time out.  PeopleSoft is set to time out 

after 20 minutes of inactivity. 

8. How do I do an adjusting cash order (closeout) 

 If it is necessary for you to order cash against a particular funding stream but you don’t 

need cash you can do an adjusting cash order.  This entry will be the same as a regular 

cash order except you will not need an offset line.   

For example if you are de-obligating $1000.00 in PY 10 Adult Supplemental that you 

previously drew down you may want to adjust the entry against PY 10 adult formula as 

follows: 

410000    26251 36xxx 210 PY10    1000.00 

410000    26251 36xxx 110 PY10   (1000.00) 

9. Why do I need to do manual Monthly Statement of Daily Cash Transactions (MSDCT) and 

Monthly Summary Cash Report (MSCR)?   

 PeopleSoft is being used by DOL as a reporting system.  We do not require you to 

complete expenditure transactions daily, therefore, the MSDCT cannot be completed 

within PeopleSoft. 

 Regarding the MSCR, there is a query that will produce monthly cash receipts and 

monthly cash disbursements.  The LWIA can download this query to Excel and manually 

add a column for Beg Balance (from the previous month MSCR) and a column for the 

ending balance.  You can then calculate the ending balance.  The Query is 

DOL_WIAL_MSCT (Monthly Statement of Cash Transactions).   

 

10.  What do I do if I Have Program Income? 

 If you have program income it must be reported to the New York State Department of 

Labor (DOL) using a manual form.  Due to the low volume of these transactions the 

Department did not set up a mechanism in PeopleSoft to handle these transactions.  The 

instructions and the form were sent to you with the MSCR and MSDCT templates.   

   


