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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.

dows Internet Explorer

=181

m v | hitps: jws04.yenet. state.ny usfsreq/Login TYPE=X35544338REALMOID=06-17247h8c-1dd2-107c-aea5-833b26b50c || 5 | 42| 2 | [Live search

28

Wk o v.Gov Login | | - - fmh v | Page v [ Tools +

ACCEPTABLE USE POLICY FOR USERS OF NYeNet APPLICATIONS

This spplicstion uses the Central Directory Servics of the N'YeNet for suthenticstion snd suthorization. In sddition to sny sbligaticns srising undar scosptsble
us= pelicies implemanted by MYeMst Participsting Crganizstions, legging ints this spplication indicates your agreement te abide by the following:

1. You shall use this application anly for purposes directly relsted to the conduct of official business and the spplication shall not b used for nonputlic

purposes including, but not limited to, the pursuit of perscnal activities, the mass of unsolicited { ") and the
of commaercisl ventures or religicus or political causes;

2. Youshsll be itle for any activity attri to the use of your sccount -.wh%er by you or any other parsen;

3. Youshall not engags in activities thet may cause interference with or disruption to any network, information servios, eguipment or user thersof,

4. Youshall comely with sl spplicable confidentislity snd sscurity reguiremants snd shall not sek information on other users or sttempt to obtsin scosss
to. copy. or modify other users files without express permission:

£, You shall not viclate the rights of any persen or entity protected by copyright, trade secret, patent, or other similar laws or regulstions;

€. You shall not use this spplicstion for any illegal purpose, induding, but not limited 1o, the ission of chso=ne or i ials; and

7.  You must report 3ny sbuse or misuse of this spplicstion to OFT and you shell cooparsts fully in any investigstion into sny such sbuse or misuse.

Please Login

Password:

sermame:

| forgot my username | | forgot my password
Agency Assistance & Contact Information

Copyright © 2011 - New York State Office for Technolegy

4]

of”

|Done ’7 ,7 ,7 ,7 ,7 ,7 |‘d Local intranet

[*100% - 4

Hfstartl Fj,ﬁ ARRA Available Bala... | ﬁ_x_'_l Microsoft Excel | |L?,4 Microsoft Office ... v| @ T4 for PeoplesSoft-3... | @ Peoplesoft Training. .. || @ NY.Go¥ Login - Win...

[« mz3pm
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http://peoplesoft.labor.ny.gov/

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-hitsave at the
bottom of the page.

/2 Employee-facing registry content - Windows Internet Explorer

=151l
j |‘__’-| |z| ILive Search |EZ|
@ . . @ o @ypagev @Tools -

5@ - |g, http:ffpeoplesaft.labor . state. nvenet fpsp/psf o/ EMPLOYEE/ERP h7tab=C)

ﬂ’ ﬁﬁ @ Emplovee-Facing registry content

P g Home | Add to Favurilkr.-s | Sign out
Favorites | Main
Personalize Content | Lavout
|Menu - Classic [=] ] |Main Menu [=] (]
Search: @ Customers ¥=:I Commitment Control ' General Ledger
I @ IManage customer information. TiPDefine or maintain budgets, budget- | € Access General Ledger.
I Customers = Contact Information check, .ann review budgets and Djuur.nmg ) )
b o aanLControl sxceptions. [ Review Financial Information
OmmItmEnt L otre [ Define Control Budgets [ General Reports
I General !—eﬂg‘:" i [ Budget Journals
I SetUp FlnanualsfSupply Chain [ Post Control Budget Journals
[ Enterprise Components 3 More.
[> Tree Manager
[ Reporting Tools @;Setu Financials/Supply Chain Enterprise Components Tree Manager
[ PeopleTools Access common definitions, Manage Tree
— Change My Password Set up Financialz/Supply Chain interfaces, utilities and configuration = Tree Manager
options. objects. = Tree Viewer
My Reports =] [ Business Unit Related [ Approvale
[ Common Defintions
s
SETE Folder i |Reportin Tools PeopleTools [F==] Change lv Password
.2II1ERP‘?1011 J(LUQB- DEWS Reports S®nun, create, and manage queriss e Enhance, deploy, and extend Create a new password.
—_ and n¥ision reports. PeopleSoft and non-PeopleSoft
20TI0EE AT [ DOL Queries applications.
AER_2011-08- [ DOL Reports [ Process Scheduler
37 PYI000S DEWS Reports = Report Manager
2011-10-28-11.47 .1 3 More. .
SER 201105 pEws Reports
2011-10-28-11.47.0
SER 201102 pEws Reports
2011-10-28-11.47.0 e
4ER 201105 pEws Repors
2011-10-26-11.48.5
Report Manager 4
| ’_l_ l_ ’_l_ l_ |‘d Laocal intranet | 00 - 4
ﬂfstartl E Inbio - Microsoft Outlook | E41] Pecplesaft Procedural m... “ {& Employee-facing regi... ’W

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 Breadcyumbs along the top of the screen.

/= Employee-facing registry content - Windows Internet Explorer & |1|

% - IEI http: ffpeoplesof

€hor  state. nyenet pspipsfo/EMPLOYEESERP fhj7tab=DEFALLT = |§| |Z| JLive search |2 |-

@- -@v@Page-@Toolsv »

jpf registry conkbent

Home | AddtoFavortes |  Signout
Favorites = Main Meny
- H - J&.
Personalize ISenrch - &
Menu - Cli . ain Menu [=] [l
-
SEEIEE 3 Customers 4 ﬁj Customers =2 Commitment Control ' General Ledger
I 9 Commitment Control » IManage customer ir.lfurmation. ThillDefine or maint.ain budgets, budget- | € Access General Ledger.
b Custome [ | Led N = Contact Information check, .and review budgets and 3 Journale
by z General Ledger exceptionz. [ Review Financial Information
b G:nmeﬂlr[ 03 set Up Financials/Supply Chain 4 [ Define Control Budgets [ General Reports
. [ Budget Journals
) 3
I et Up _F“ 8 Enterprise Componants [ Post Control Budget Journals
I Enterprisi £3 Tree Manager 4 3 More.
bTreeMan ™ Reporting Tools 4 I - . o
[» Reporting = ! I . @smu Financials/Supply Chain Enterprise Components i Tree Manager
[ PeopleTo PeopleToals Access common defintions, t @ Manage Tree
— Chanagely D Change My Password Set up Financials/Supply Chain interfaces, utilties and configuration = Iree Wanager
— options. objects. = Tree Viewer
My Reports [ Business Unit Related 3 Approvals
1 Common Definitions
REHOIY =T @ Reporting Tools € peopleTools =] Change My Password
AER 2011-08- |pevwa Reports W3- Run, creats, and manage queries fer P Enhance, deploy, and extend Create a new password.
31 PY11HLS P
= and nVigion reports. PeopleSoft and non-PeopleSoft
ornaenaTs [ DOL Queries applications.
-08- [ DOL Report: CIp Scheduk
2011-10-28-11.47.1 3 More...
AER 2011-08-
37 PYDRWLE DEWS Reports
2011-10-28-11.47.0
AER 2011-08-
37 PYDONLS DEWS Reports
2011-10-28-11.47.0 b
AER 2011-08-
31 AvoaxLs  |DEWSReports
2011-10-28-11.46.5
Report Manager |
| ’_ ’_ ’_ ’_ ’_ ’_ M Local intranet | 0% ¢ g
!,‘Startl E Inbox - Microsoft Outlook | @ PeopleSoft Procedural m... “ g Employee-facing regi... «© EE 12:53 PM
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2) You may click on the arrow next to the menu classic.

/= Employee-facing registry content - Wirdows Internet Explorer

=lalx|

% - |g, http: fipeaplesoft.labogfstate . nyenet fpsp/psfp/EMPLOYEE/ERP ) 7tab=DEFALLT

j |E| |z| ILive Search ‘EE'
@ . - @ - Igypage - @Tools -7

| AddtoFavortes |  Signout

[ Journals
[ Review Financial Information
[ General Reports
[» Set Up Financials/Supply Chain
[» Enterprise Components
[> Tree Manager
[ Reporting Tools
[> PeopleTools
— Change My Password

My Reports

Report Folder

AER 2011-08-

27 PY110S DEWS Reports
2011-10-26-11.47.1

AER 2011-08-

37 PY100LS DEWS Reports
2011-10-28-11.47.1

AER 2011-08-

37 PYOBINLS DEWS Reports
2011-10-28-11.47.0

AER 2011-08-

37 PYODLE DEWS Reports
2011-10-26-11.47.0

AER 2011-08-

7 AY09 LS DEWS Reports

|Main Menu T [=] %]
é} Customers Y=} Commitment Control General Ledger
Manage customer information [llDefine or maintain budgets, budget- Access General Ledger

= Contact Information check, and review budgets and
exceptions.

[ Define Control Budgets

[ Budget Journals

[ Post Control Budget Journals

[ Journals
[ Review Financial Information
[ General Reports

3 More...
G@ Set Up Financials/Supply Chain Enterprise Components Tree Manager
Access common defintions, t @ Manage Tree

Set up Financiale/Supply Chain interfaces, utiitie= and configuration [= Tree Manager

optionz. objects. = Tree Viewer

[ Business Unit Related [ Approvals

() Comman Definitions

ol

@ Reporting Tools %Peogleﬂ)ols = Change My Password
l‘r‘ Run, create, and manage queries 1 Enhance, deploy, and extend Create a new password.

and nVizion reports. PeopleSoft and non-PeopleSoft

[ DOL Queries applications.

[ DOL Reports [ Process Scheduler

[=] Report Manager
3 Wore...

=l

sttartl E- Inbos - Microsoft Outlook | @ Peoplesaft Procedural m. .. ” @ Employee-facing regi...

[T (83 cocalntrenet

[® 100 -~ 4

< i || 12:58 P
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3) You may click on the word in the menu classic.

=181x|

Favgrite

Personalize Conig

Home

=4[ %] [ive searcn o]
- - e v ;b Page v (i Tooks + 7

Add to Favorites | Sign out

‘ Menu - Classic
Search:

[ ®

[ Customers

> Commitment Contral

[» General Ledger

[» Set Up Financials/Supply Chain
[ Enterprise Components

[> Tree Manager

> Reporting Tools

[» PeopleTools

— Chanage bly Password

AER 2011-08-
I Pviiags  DEWSRepons

2011-10-28-11 47.1

AER 2011-08-
3T Pviods DEWSRepors
2011-10-28-11.47.1

A 2 -08-
SERZ0LL0E  pEWs Repons

2011-10-28-11.47.0

AER 2011-08-
ILpPvgsqs DEWSRepors
2011-10-28-11.47.0
AER 2011-08-
WT DEWS Reports

2011-10-28-11 455

Repaort Manager

2= )

‘Main Menu

ﬁj Customers
Manage customer information.

= Contact Informatien

Commitment Control
TP Define or maintain budgets, budget-
check, and review budgsts and
exceptions.
(1 Define Control Budgets
(I Budget Journals
(3 Post Control Budget Journals
3 More.

@; Set Up Financials!Supply Chain %ﬁEmemnseCommnems

Remmm Tools

Run, create, and manage queries
and nVision reports.
CDOL Queries
CDOL Reports
1= Reort Hanager
3 More..,

‘Access common defintions,

k. PeopleTools

YeF P Enhance, deploy, and extend
PeopleSoft and non-FeopleSoit
applications

[ Process Scheduler

@General Ledger

Set up Financials/Supply Chain interfaces, utiities and configuration = Tree Wanager
options. objects. = Tree Viewer
My Reports [ Business Unit Related [ Approvals
[ Commen Definitions:
Report Folder

Access General Ledger

C1 Journals

C1 Review Financial Information
(1 General Reports.

&

Tree Manager
Manage Tree

Change My Password
Creale a new password.

wstart| [+~ Inbox - Microsoft Outlook. | 1] peoplesoft Procedural m. . | /& Employee-facing regi...

I

[%3 Local intranet

[®100% - 4

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

menu.
=B

RPTCIPROCESS_JOURNALS, JOURNAL_ENTRY_IE,GB

OTTALPAF > |£HE‘W|IF B
0~ Bl - - hPage - CiTadk v T

Home | Add to Favorites

Sign out

Favorites . Main Menu > Genem\vLedger > ]nuLnals > Jnumav\Entry > Create/Update Journal Entries

[»\\3 & New Window 3 nitp

Create/Update Journal Entries

Eind an Existing Value Add aNew Value

Business Unit:\WIADT ‘2
Journal ID; NEXT

Journal Date: [10/26/2011 |[5]

Add

Eind an Existing Value | Add a New Value

4

[ I
i start| (- Inbox - Microsafk Outlook. |@peaplesoft Proceduralm.ul /& Create/Update Journ...

| o
[H100% - 4
[ tidpm

[&J Localintranet

3-27-12
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As needed

Journal Entries

Cash Requests/Approval Process

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

3-27-12
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Click on Add a new Value

/= Create/Update Journal Entries - Windows Internet Explorer -8 x]

G:D + [ http:/ffmstestvip.Jabor.sfate nyenet: 5010{pspipstst /EMPLOYEEJERP/c/PROCESS_JOLRNALS JOURNAL_ENTRY_IE.GBLIPORT x| | #2 || K [Live search |2 -
- »

U8 & @ CreatefUpdate Jourmal Entrids v B - s v 2k Page + () Todls -

|  AddtoFavortes |  Sign out

Favorites - Main Menu > GenemI'Ledgr > Jnuina\s > Juurna_IEntry > Createf/Update Journal Entries
& New Window B3 htp

Create/Update Journal Entries)

Eind an Existing Value Add a New Value

Business Unit:wia01 (@,
Journal ID: MNEXT
Journal Date: [06/02/2011 |}

Add

Find an Existing Value | Add a New Value

2| | |
[ ’_,_,_,_,_,_hi Local intranet [ "0 - 4
wstartl J @ WEEBINAR Questions. dac. .. I @ PeopleSoft Training. doc ... | [E:-B Microsoft OFfice Outl... v| @ Microsoft Excel - Cumula. .. “ g Create/Update Journ... ‘« [G, 3:43PM
Enter:

e The business unit will always be WIA01
e Journal ID will always be NEXT

e 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.

e C(Click on Add

3-27-12 Page 8



/2 Create/Update Journal Entries - Windows Internet Explorer

=18]x]|

m ~ | ] hitps fmstestvip.labor state.nyenet:5010/pspipststEMPLOYEE/ERP/C/PROCESS_JOURNALS, JOURNAL_ENTRY_IE.GBL?RORT ™| |44 | X | [Live search [2]-]

f} & g CreatefUpdate Journal Entries

Fa\fnvr'n:es Ma\nvMenu > GenemI'Ledger > JuuLnals > Journa'IEntry » Create/Update Journal Entries

@' v@-@pagg-@mn\sv i

Home | Add to Favorites \

Sign out

D new window [E Customize Page Elntp =]

Journal Class:

Transaction Code:

SJE Type:

Currency Defaults: USD { CRRNT /1

Aftachments (0

Reversal: Do Mot Generate Reversal

Save | [Z] Metify | |f¥ Refresh

Header | Lines | Totals | Errors | Appraval

4

[ &
[

Lines | Totals | Emors | Approval
Unit: WIAD1 Journal ID; MNEXT Date: 06/02/2011
Long Description: |Casn Draw Week #52
*Ledger Group: 1A_CASH| Q Adjusting Entry: | Mon-Adjusting Entry j
Ledger: @, Fiscal Year: 2010
*Source: 62 @, Period: 12
Reference Number: ADB Date: 06/02/2011

" Auto Generate Lines
[~ save Journal Incomplete Status

I” Autobalance on 0 Amount Line

[Ek Add | | 7] Update/Display

| »

wstartl J @ WEBINAR Questions.dac. .. I @ PeopleSaft Training. doc ... | g Create/Update Journ...

On the Header page Input:

,_ ,_ ’_ ’— ’— ’_ ‘hd Local intranet

ESUE

< 12:35PM

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

e 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.

e C(Click on the Lines Tab at the top of the page.

3-27-12
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/= Create,/Update Journal Entries - Windows Internet Explorer -1

g@ ~ [IE hip:ffmstestvip,labor state.nyenet:5010/psplnstst/EMPLOYEE FERP/C/PROCESS_JOLRNALS. JOURNAL ENTRY IE.GBLPPORT ¥ | %4 | [Live search Pl
TF A @ Crete/Update Journal Entries % - B - fh - [ihPage = (G Tock - 7

Home | AddtoFavortes | Sign out

Fi vntes MalnvMenu b GenamI'Ladgar 3 JnuLnals o Jnurna'IEntrv » Create/Update Journal Entries

Header Totals Errors Approval

& New Window E»,/CustmmzePage & nttp

Unit: WIADT Journal ID: MNEXT Date: 06/m09/2011
Template List Change Values

Inter/intralnit ] *Process: Edit Journal j Frocess
7

Customize | Find | B |

Select Line Uit “Ledger Account Fund Dept Program  Bud Ref ChartField 1 Amount
O Jaot @ |wia_casH Y Y @ | @, |
4 | |
Lines to add: ’_1 [+ N ™
Customize | Find | View A1) B | 3 First £ 1of1 1 Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
WIADT 1 0.00 0.00 N N
[5) save | [ wotity | [g3 Remresn [Ev aga | [ 7] upaateimispiay
Header | Lines | Totals | Errors | Approval

4 - | 0|
[ [0 T [ [ [S3tocntranet [#w0e -
wstart| | ) wia 70% Spen... | 441) april 2011 -Proje. . | E7] hlews Vork State | ) Inbux—Mi:rusuf..‘l | RE: PeapleSaiN, | 1] PeapleSaft Train... || @ create/updat... ‘« [ 1143 A0

Once you are at the lines tab you will need to input yourentry.
The magnifying glass will allow you to see what choices are avallable:
Enter:
e Unitis always WIAO1
Ledger is populated from the header screen
e 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
e Fundis always 26251 (only choice).
e Deptis your FIPS code- The only choice is the code for your area.
e 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.

e 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

3-27-12 Page 10



e 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.

e C(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.

e 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:

e 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:

e make sure the drop down menu says Edit Journal

e click the Process button

The Journal Status prior to editing willXsg N.

/2 Create /Update Journal Entries - Windows Internet Explorer

@ - IEI http: f{Fmstestvip,labor, state, nyene :501D,l’psp,l’pstst,l’EMPLO\"EE,l’|| L

'i%' & gCreateIUpdate Journal Entries

|  AddtoFavorites |  Sign out

-
Favorites Main Menu > GeneraIvLedger > JouLnals > Jourl Q@ Entries

Change Values ;I

Template List Search Criteria
| Interintralnit | *Process: | Edit Journal =l | Process B EH Line: 10 F =

Customize | Find | |

Select Line ount Fund Dept Program Rud Ref ChartField 1 Amount Journal Line Description
O | joo0 @, [26251@, (236145 @, (410 J@ [ar @ | @ | -6,000.24] |[Cash Requests
o2 o000 |@, [25251/@, |[36145 @, |[420 |@, |[avog @ | @ | 5,382.72 [Cash Requests
O |3 j000  |@ ([26251/@, |[36145 @, 430 @, |[avoe | @ | -8,528.18 [Cash Requests
|4 j000  |@ ([26251/@, |[36145 @, |[420 @ |[avos @ 'T\ @ | -40.89| |[Cash Requests
O |s j000  |@ [26251/@, |[36145 @, 470 @ |avos @ | \ @ | -77.00| [Cash Requests
| I j000  |@, [25251/@, 36145 @, 480 @ |avos @ | \ @, | [Cash Requests
O |7 j000  |@ [28251/@, [36145 @, 400 @ |avos @ | & | -8,462.50 [Cash Requests
| - j000  |@, ([25251/@, 36145 @, 401 @ |avos @ | AN 123029 [Cash Requests
| j000  |@ [28251/@, [36145 Q@ [176 @ [Froa @ | @, | -747.97| |[Cash Requests
M |10 Dooo (@ [28251@ (36145 @ [17s @& [Frio @& @ | \-405.?1 [cash Requests
“ [>
Lines to add: [ 1 =
Customize | Fing \ view 1| B 3 Firet B g or1 O Lact | |
Unit Total Lines Total Debits Total Credits = JournaNjtatus Budget Status
WIADT 23 243,392.50 243,392 50 N N
v
4 | _’l—l
| [ [ [ [ [ [sdtocalintranet [Riowe - 4
mstart| J 1] WEBINAR Guestions.dac... | 1] Peaplesoft Training.doc ... || {€ Create/Update Journ... ,m
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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.

= Create/Update Journal Entries - Windows Internet Explorer - |E' 5[

W

~ [2] http:JfFmstestvip lahor. state, nyene 501 0jpspfpstst /EMPLOYEE/ERNE/PROCESS_IOLRIALS. JOURNAL_ENTRY_IE GBL?PORT | | || X | [live Search (2]~

@' '@'@Pagev@molsv z

? CreateflUpdate Journal Entries

Home | AddtoFavorites | Signout

Template List Search Criteria Change Values ;l
[ interfntraunit | *Process: | Edit Journal | Process = & Line: [0 @ =
(:Llstl)mmal@lLﬂ
Fund Dept Program  Bud Ref Amount Jourfal Line Description
o |4 000 @, (26251/@ [36145 @, [410 @ [Avos @ [ -5,000.24 |Casr\Requests
| mic poo0 @, ([26251/@, |[6145  |@, [s20 |@ |[avom @ [ 538272 |casn\:¢equests
O |3 000 @, (26251/@, (36145 |@, [430 [@ [avos @ | [ -5,528.18 |Cashﬁequests
| mEF o0 @, [26251@, [36145  |@, 440 |@ |[avos @ | [ 4089 |casn|:\equests
O 5 000 @, (26251/@, (36145 |@, [470 [@ [avos @ | [ 77.00 [cash RAquests
| A 000 @, [26251@, [36145 |9 (480 |@, |[avos @ | [ [cash Reluests
O |7 000 @, ([28251/@ (36145 @ [400 [@ [avos @ | [ -8,462.50, |[Cash Reduests
| i booo @, ([ee251/@, 36145 |@, ([491 |@ |[avos @ | a\| 123029 |CasnReq\ests
e 0000 @ [26251@ (36145 @ 178 [ |[Froe @ | @, \ -747.97 |cashRequsts
M 10 Dooo @ ([zezs1@ (3145 |@, |[178 @, [Fyio @ | @, |\ 405,71 |CasnRequ\sts
Al I+
Lines to add: ’_1 =
custr mize | Find | View A1 B | 3 First B qopq I s |
Unit Total Lines Total Debits Total Creditge Journal Status Budget Status
WIAQ1 23 24339250 243,302.50 v E
4| // | _’lLI
| | ,_’_,_’_,_‘.amcal\ntranet ‘QIDD% T 4

Start WEBINAR Questions, dac... PeopleSoft Traimeed <« 12:59PM

(& Create/Updat

If the Journal or Budget status is E, it is necessary to correct the error.
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/= Create/Update Journal Entries - Windows Internet Explorer ;lilll

@v v@v@Pagev@Toolsv z

Home | Add to Favorites | Sign out
Favorites : Main Menu > GeneralLedger > Journals > Joumnal Entry > Create/Update Journal Entries

" Header " Totals || Emors || Approval

7 New Window CustomizePage ht‘tp

Unit: WIAD Journal 1D: 0000019640 Date: 07/31/2011 I Errors Only
Template List Search Criteria

Change Values

| Inter/ntralnit | *Process: EditJournal =l | Process | = B Line: 10 3 =

Customize | Find | B |

Select Line *Unit *Ledger Account Fund Dept Program Bud Ref ChartField 1 Currency Am

| WIAD1 D, WIA_AER 511000 @ (26251, [36145 Q10 @ [Py Q | @, |usp @, l_

0|2 WiaD4 @, |WIA_AER 210000 @, @, @, @, | @, | @, [usp @ [
4« | »

Lines to add: 1 =
Customize | Find | i
Unit Total Lines Total Debits Total Credits = Journal Status Budget Status
WIAD1 2 1,000,000.00 1,000,000.00 v E
p. 4

Ek-Add.| [ Update/Dizplay.
== |

| save | |G Returnto Search | |[=] Notify | |3 Refresh |

Header | Lines | Totals | Errors | Approval

4|

| i
[pone FOE [ 3 Localintranet [® 100 -~ 4

wstartl PeopleSaoft Procedur. .. | @ Microsaft Excel - FIP... | [@ Inbox - peFasoft Ou... | - Pecplesoft expendit... | 9 Create/Update Jo... g Journal - Windows In.. | <« [@ 2136 PM

To identify a Budget Status err

e click on theE.

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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/= Journal - Windows Internet Explorer

=181

{1y ] hepifinzoplesoftstags labor.stake venctjpspipssta_3/EMPLOYEEJERPIC/MANAGE _COMMITHERT_CONTROLAK CP_6LL6 =] 47| K| [uve search (2]

i:\t’ g g Journal

o - B - = - s Page - (O Took +

185
i : Home | AddtoFavorites |  Signout
Favorites : Main Menu > Commitment Control > Review Budget gheck Exceptions > GenemI'Ledger » Journal
,_EI New Window [.-/ Customize Page E hitp
GL Journal Excepti " Line Exceptions
Business Unit: Wis01  Journal ID: 0000019640 2 Journal Date: 07i3112011
“Exception Type: [EEXTWE =] ™ Override Transaction L =
Maximum Rows: 100 I~ More Budgets Exist
| search | Advanced Budget Criteria
Budgets with Exceptions
Budget Ovel | Budget Chartfields
. " . Override
Details Business Unit Ledger Group Exception Meore Detail Budget [:{ansfer
1 WiIA01 KE_WIA_AER Exceeds Budget Tolerance More Detail =

[E) save | |Gt Retum o Seareh | (=] Notify |

GL Journal Exceptions | Line Exceptions

4]

] i
| N l_l_l_l_l_’_hi Local intranet ‘ H100% - 4
wstartl PeopleSoft Proc... | @F Microsoft Excel -... I E- Inbox - Micrasof... | -] Peoplescf/xpe. .. CreatefUpdate J... | g Journal - Winda... II g Journal - Wind... |« @- 237 PM
Z ~

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
isinerror.

To go back to the Journal Lines:
e click on the Journal ID.

This option is most useful ifthe exception is a problem with a date (fundipg expired). You can identify
the line and then you will negd to contact the Division of Employmept’and Workforce Solutions (DEWS)
in Albany at 518-457-9529 to Nesolve the issue.

/= Journal - Windows Internet Explorer

@ - IEI http:/Ipeoplesoftstage.labor, state, nvenet/pd
W & Journal

psstg_2/EMPLOVEESERP/c/MANAG

MMITMENT?CONTROL.KK?XCP?GLI.Gj *2|| X ILiveSearch

@ & - @ v@Pagev@Tuulsv

Add to Favorites

Home |

Sign out

Favorites | Main Menu > Commitment Control » Review Budgey2fReck Exceptions > Genera\vLedger » Journal

@Newwmdow Customize Fage htlp

General Ledger Journal Line Drill Down

Transaction Line ldentifiers

Business Unit: Journal 1Dz 0000019640 & Date: 071312011 b\

Line: 1 Ledger: WIA_AER

Additional Source Information

Journal Line Description: General

Transaction Line Details

Account Fund Code Department Program Code Budget Reference
511000 26251 36145 110 FY10
Line Status: Error
Budget Date: 07/31/2011
Line Amount: 1,000,000.00 uso
ok

| ’_ ’_ ’_ ’_ ’_ ’_ m Local intranet | Ho100% - v
wstartl @ PeopleSoft Proc... | @ Microsoft Excel -... | [@ Inbax - Micrasof... | -] Peoplesoft expe... | g Createf/Update 1... | g Journal - Winda. ., | g Journal - Winda... | « [@ 2143 PM

3-27-12 Page 16



If you click on the transfer option, you will be brought to a new screen that will allow you to go to

Budget Inquiry.

inilows Internet Explorer =181 x|
2| http:iipeoplesoftstage. labor stake.nyenetipsp/pssta_3{EMPLOYEE/ERP c/MANAGE_COMMITMENT_CONTROL.KK_XCP_6L1.G x| #2|| X | [live Search BB

e dhe & 1durnal @' -@v@Page-@Tnolsv »

Home Add to Faperites | Sign out

Favorites Maip Menu > Commitment Control > Review Budget gheck Exceptions > GenemIvLedger > Journal
@ New Window [ hitp

Please select pne of the fallowing links:

Goto Budget Brceptions
Go to Budaet Inquiry

| cancel |

| ’_ ’_ ’_ ’_ ’_ ’_ ‘g Local inkranet | L 100% A
wstartl ] PeopleSoft Froc... | =] Micrasoft Excel-”.l [~ Inbeie - Micrasof... | -] Peoplesaft expe. . | (& CreatejUpdate 1., || /& Journal - Wind... @ Createflipdate J| <« iv, 2:52 PM
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The Budget Inquiry will bring you to: Commitment Control Budget
Details
/2 Journal - Wincdows Internet Explorer _|l& |1|
m + [ heyipssplesoftstage Jabor state.nyenetipspipssta_S/EMPLOYEE/ERPICIMANAGE_COMMITMENT_CONTROL KK_CP_GLL.G 7] | ##| | % | [Live search |2

Wk (& Journal - - fmh v | Page v [ Tools +

| Addto Favorites |

Home Sign out

Favovr'rtes Ma\nyenu » Commid\gent Control > Review Budget gheck Exceptions > GenemIvLedger » Journal

LElNew'.".findou\r E,-)CustomiI_ePage Ehﬁp =

Commitment Control Budget Details

Business Unit Ledger Group Account Fund Dept Program Bud Ref
WIAD1 KK_WIA_AER 500000 26251 36145 110 FY10 Q
[ Display Chart | [ ]

Ledger Amounts

. 100
333276.10 USD @ <5 Max Rous:
Attributes
0.00 USD e “—»'j Parent/ Children
Associated Budgets

Budget:

Expense:

Associate Revenue:

5 Percent: 4l UD%}E
SD Percent: (100%) &

Without Tolerance: 333,
With Tolerance: 337276.10 52

Budget Exceptions

Exception Errors: 1 Exception Warny 0 Budget Exceptions

=
4« 3

|
| / f A ’7 ,7 ,7 ,7 ,7 ,7 rg Laocal intranet | @. o0% - 2
wstartl @ Peoplesoft Proc. .. | @ Microsoft Exgel -... | @- Inbox - Microsof, | -] Peaplesoft expe... | g Craate/Update J... ” g Journal - Wind... g CreatefUpdate J... | < [@1- 2157 PM

This will show you the Budget and Expenses against the budgeX. 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.

pdate Journal Entries - Windows Internet Explorer

G- E

U5 @ CreateiUpdste Journal Ertries

PLOVEE JERPc[PROCESS_IOURNALS. JOURNAL_ENTRY_IE.GBLPORT ™| 44| 5 | [Live Search

Favorites © Main Menu > GeneralLedger > Joumnals > Joumal Entry > CreatefUpdate Joumal Entries

" Header Totals | Ermors | Approval

Unit: WiAD1 Journal ID: 000017385 " 06/02/2011 I~ Errors Only
Template List Search Criteria Change Values

| —rrru—| EHE e [0 EE

| B

P Newwindow [& customize Page B3 nmp =]

| Inter/intralnit | Edit Journal

*Process:

Customize | Find

Select Line  “Unit “Ledger Account Fund Dept Program  Bud Ref ChartField 1 Amount

1 [wiao1 @ |wia_casH [+10000  |@, [25251@, @ (a0 @ [Frio [& | @ ~5,000.00
O 1z [WiRaT % wia casH [ato000 @, 26251 [361a5 N\ [[130 & [Pvos @ | @ |
| mEE] [Wiaot @ wia_cAsH [+10000  |@ |[25251@, [0 & [Pvio & | @ | 482.24)
s [wiao1 |@, |wiA_casH [+10000  |@, [25251@, (38125 @, @ | @ 515822
M 15 [WiaDT @, WiA_CasH [s10000 (@, [26251@ [36145  |A @ @ | -448.68
O 16 [WiaD1 @ WiA_CASH [410000 (@ |[26251@ (36145  |& @ [ e [ asrazrag
| Y4 [wiao1 @ |wiA_casH [+10000  |@ |[25251@, [381s5 | [ @& [ 83203
M 18 w01 @ wia casH [a10000 @ [2251%, [3e145 & [0 @ [Py & Q[ 57100
O 19 [Wiao1 @ WIA_CASH [+t0000 (@ 26251 [35145 & [[t10 & [Fym1 & e ] P
O 2 [WiAot @ |wia_cAsH [¢10000  |@ |[28251@, (38145 @, 120 @ [Pyl @ U
4 | i
Lines to add: 1 =

_>I—I
[T T T T N3 cocalintranet (RN
@start| | 1) PospleSoft Training.doc ... | (- Deketed ltems - Micoso .. | | Fu: ARRA - Message (Rl | T2 PY08-12 transfer Aduk5... [ Create/Update Journ... [« 12:42»\

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

/= Create/Update Journal Entries - Windows Internet Explorer - | = 5'
m ~ [ httpsifmstestvip. abor state.myenst: 5010/psppststEMPLOYEE ERP /R OCESS_JOURNALS. JOURNAL_ENTRY K BLzpoRT x| | ## )| X | [Live search (2]
W {& Create/Update Journal Entries - - e - sbPage - i Tooks -

Favgrites  Main Menu » Genem\vLedger b3 Jouinals b3 Journav\Entry > Create/Update Nurnal Entries

Select Line *Unit *Ledger Account Fund Dept Program Bud Ref ChartField 1 Amount ;I
[mEE] [wWiso1 &, |wia_casH [¢10000  |@ [28251/@, [38145 @ (30 @& |[Fyio \& || @ | -5,000.00
M |12 [Wiao1 @, |WiA_CASH [¢10000 @ [28251/@, [38145 @[30 @ [proe [ Q|
O |13 [wiaoT @ |wiA_CASH [410000 @ [28251@, [381a5 N [110 @& [Pvio @] @, | 48224
| Y [Wa01 @, [wia_casH [¢10000  |@ [2625112, [38145 @ \120 @, [Fvio @ ]\ Q, | 5158.22
M |15 |wiaor @, |wia_casH [410000 @ [26251/@ (38145 @ X1 @ [prio @ | \ @, | -448.68
M6 wiaor @, |wia_casH [410000 @ (282512 [a8145 @& [130\@ [Prio @, | \ @ [ 9742730
O |17 [Wwiao1 @, |wiA_casH [¢10000 @ [282511@, [38145 @ [140 Prio @ | \ @ 5,320.38
M 18 [Wiao1 @ |WIA_CASH [¢10000 @ (282512, [a8145 @ [230 @\[Frio @ | \ Q, | &71.00
M 19 [wiao1 @ |wia_cAsH [s10000  |@ (262512, [a8145 @ [0 @ [N @ | \OQ, I
O 20 [wieon @ jwia_casH [a10000  |@ [26251/@ [s6145 @ [1z0 @ |P‘(\ @, | \. |

Al | 0

Lines to add: 1

Customize | Fino ,

Unit Total Lines Total Debits Total Credits  Journal Status Budget Status

WIAD1 23 248,392.50 248,392.50 ¥ ¥

= Save Return o Search | Previous in List Nextin List | Notify | ;% Refresh | ] Update/Display,|
& = WE = 4

Header | Lines | Totals | Errors | Approval

=

! | o

| F,i,i,i’i’imwca\ intranet ‘ 0% v g
& start| | 0] PepleSoft Training.doc ... | |1~ Delsted ems - MicroscF... | |1 Fi: ARRA - Message (Ri.. | T PY0g-12 transfer adut 5., |[ @ create/update Tourn.. [« [ 12:43PM
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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:

e make sure the approval action is “Approve”

e click the Submit button for approval. This screen defaults to approve.
tton. Therefore, you will need to set up an internal process

ii" for approval.
/2 Create/Update Journal Entries - Windows Internet Explorer - | = |1|

% ~ |&] http:ffmstestvip.labor state. nyenet:S010/psplpstst/EMPLOYER/ERP/c/PROCESS_JOURNALS. JOURRPSENTRY _IE.GBLTPORT ¥ | | ¢4 || X | [Live Search £ -

@ - B v@v@Pagev@Toolsv z

Note: We have not activated the notify
to notify the Supervisor that entries are av

ﬁ fe @Create,l’Update Journal Entries

Home | Add to Favorites | Sign out

Favarites Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entries

Header Lines Totals Errors

unit: WA Journal [p:

LE Mew Wind ot IE,/ Customize Page E hitp

0000017385 Date: 08/02/2011 Submit

Approval Status
Unit:
Approval Check Active:
Approval Status:
Approval Action:

Deny Comments: |

WIA Approval Stage 1
— BUSINESS_UNIT=WIA01, JOURNAL _ID=0000017385, JOURNAL_DATE=2011-06-02, BUSINESS_UNIT_LN=WIA01:Pending

Path for Cash Requests

Pending Not Routed Not Routed
LWIA Supervisor .= Multiple Approvers ) Multiple Approvers
G DOL WA Supervisor Approval DOL DEWS Approval @ DOL AFB Approval - Cash Reg

» Approval History

[5] Save | [Sh Returnto Search | [+=] PreviousinList | [J5] Nextinlist| [ Wotify | [ Refresh

Header | Lines | Totals | Errors | Approval

4 | ol
[pone [ [ET [ [ [S3Local intranet ["0% -~ 4
ﬂstartl J @ WEETMAR Questions.dac. .. | @ PeopleSoft Training.doc ... ” @ Create/Update Journ... <« 1:06PM
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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:

e Main Menu

e General Ledger
e Journals

e Journal Entries

e Create/Update Journal Entries

e Click on Find an Existing Value

/= Create/Update Journal Entries - Windows Internet Explorer - | =] 5'
(2 | & http: tipeoplesot. labor. state. nyenetfpspipsf/EMPLOYEE/ERPIC/PROCESS_JOLIRNALS. JOURNAL_ENTRY_IE.GBL?PORTALPAF | 42| X | [Live Search 2l

v e & Create/Update Jourmal Entries [ - e - Page v iTaok -

Home | AddtoFavorites | Signout

Favorites  Main Menu » Genem\vLedger ¥ Jouina\s ¥ Journav\Entrv > Create/Update Journal Entries
r_El Mew Window E http

Create/Update Journal Entries

Find an Existing Value AddaNewVahle

Business Unit:|WIAD1 C%
Journal ID: NEXT
Journal Date: [10/27/2011 |[5]

Add

Find an Existing Value | Add a New Value

4 | i
[ T S Local nranet [~ 4
&fstartl (& V3 DOL Intranet Home. . | (€& reate/Update Journ.. E#1] PeapleSoft Procedural m... I @ Microsoft Excel I 3 |13__-'r 1:27 PM
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e Click on clear to blank out all fields

— =] =]
EZB
v 4 & CreatefUpdate Journal Entries - - = v s bPage v (CFTooks v

| AddtoFavortes |  Sign out

Favorites Main Menu > GenemI_Ledger > JouLnals > Journa_l Entry > Create/Update Journal Entries
@Newwmdow Ehnp

Create/Update Journal Entries

Enter any information you have and click Search. Leave fields blank for a list of all values

ELLERRSTS L BAETTEE | Add a New Value
IMaximum number of rows to return (up to 300} |300

Business Unit: | = -[ Jian1 @,

Journal 1D: |begins with;”

Journal Date: |= =l El
Document Sequence Humber:  [beains with =]

Line Business Unit: I:l [ N

Journal Header Status: [= =] [Mostatus - Needs to be Edited x|
Budget Checking Header Status:|= =l =l
Source: I:I ’—%

User ID: [begins with =] [USEMW1 @,
Attachment Exist: | = ;I | ;I

I case Sensitive

 Search || Clear _|ElasicSearch EF Save Search Criteria

Find an Existing Value | Add a New Value

o I &
[ [T [ [ [SJLocalintranet [ 100 -
|

@/ start| @ wrs DOL Intranet Home. .. || @ Create /Update Journ... | 4] Peoplesoft Frocedural m... | [ Mcrosoft Excel

1:25 PM
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e 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 priginator of the entry or

o Journal Header Status-equal/to valid-edits complete

Business unit is always WIAO1

/2 Create/Update Journal Entries - Windows Internet Explorer & |5|

m ~ || htp:{ipeoplesoft Jabor. state. nyenet fpspipsFp/EMPLOVEE [ERPAE PROCESS_JOURNALS, JOURNAL_ENTRY_IE.GELFPORTALPAE™ | | 42| 2 | [Live search (2
- »

W (& CreatefUpdate Jourmnal Entries - - b v b Page - (O Tools -

Home | AddtoFavortes |  Sign out

Fa\'ovrrtes Ma\nyenu > GenemI'Ledger > JouLnals > JournauEn » Create/Update Journal Entries

L.EI Mew Window E htp =

Create/Update Journal Entries

Enter any information you have and click Search. Leave fields blafik for a list of all values.

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300): |300 ¢

Use Saved Search: I Faor Approval 'I

Business Unit: IE fzr &

Journal |D: |cumains j|

Journal Date: }\= = ]

Document Sequence Number: |n \nswithj|

Line Business Unit: ’% I—Q

Journal Header Status: |nnt:\ j |Postedto Ledger(s) j

Budget Checking Header Status:l = - |"v"alid Budget Check j

Source: IE I—Q

User ID: | pegins with X || @

Attachment Exist: |= =l | :

" case Sensitive

Search || Clear |Basic Search @ Save Searck Criteria Delete Saved Search

Search Results
Wiew Al

| Fiist [4] 1of1 [p] Last =
4 >|
| \ ’_l_ l_ ’_l_ l_ |§d Laocal intranet | 00 - 4

Hfstartl IAS FMS syskem in Archiv...l | RE: PS5 copy JE7 -M... | ,_»DXW RE: PS copy JE ... | @ Documentl - Microste PeopleSoft Procedur... || @ Create/Update Jo... |« E 11:45 AM

If you use the same criteria from month t§ month you can save this information and then use that
search each month to retrieve your data. Qnce 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.

e Choose the first entry by clicking on the line and review the entry

== =]
() [2]]
v ke gCreate;’Update Journal Entries @ = - @ = @Page = @TOUlS -7

Home | Add to Favorites | Sign out
Fa\.rorrtes - Main Menu > Genera| Ledger > Journals > Journal Entry > Create/Update Journal Entries
EMET any INTOMMETGN YoU Nave ARG CIICK SEATCN. Leave IEIs DIANK T0r 3 IIST oT all values. |

Find an Existing Value Add a New Value

Maximum nurmber of rows to return (up to 300): |200

Business Unit: | = v[ WIAD1 @, k

Journal ID; | pegins with =]

Journal Date: | = = 5

Document Sequence Number: |begms with j|

Line Business Unit: |= vl @,

Journal Header Status: Jnot= x| |[PostedtoLedger(s) |
Budget Checking Header Status:| = =l [valid Budget Check 3|
Source: Ij I—OQ

User ID: |begm5 WIthJ|

Attachment Exist: |- j | j

[ Case Sensitive
Search Clear |Basic Search [&F Save Search Criteria

Search Results

Miew All
Business Journal 1D Journal UnPost mﬁness ﬁ gﬂic::ng Ledger CrmEs Currency 4‘;:;1&' Journal ‘I:I‘:tjmal Description
Unit — Date Seguence equence . es.e.. Header |Group Code - Total Debits Statistical Jescription

Number |Unit Status Lines

Status Units

WIAD1 0000014702 06/30/20110 blank) |WIAD1 |Unposted Valid WIA CASH|62 Usp 2 10 o blank)
WIADY  |0D00016730/01/03/20110 blank) |WIAD1  |Unposted Valid WA AER 52 usp 132 2232327 B0 Dec-Obs PY10 Adult
WIAD1  |0000016730(12/31/2010/0 blank) |WIAD1 |UnpostedValid WIA AFR |62 uspb 32 2232327 B6(0 Dec-Obs PY10 Adult -
4« 4|

[ [ W3 Localintranet [® 100 - 4
wstartl E Deleted Items - Microsof ... | =] RE: Assignments - Messa.. | @ PeopleSoft Procedural m... “ g Create/Update Journ... @ Microsoft Excel - [Read... | <€ |E: 2:50 PM
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e 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:

e C(Clicking on next in Iis‘t at the bottom of the entry.

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

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

Once approved by DEWs the
and transmitted through the
be approved at the LWIA by 1
the following day.

{2 Create/Update Journal Entries - Windows Internet Explo ‘er =151 x|
5: v [ hitpyifmstest labor.state nyenet:9080/pspipst/EMPLOYEE/ERPc/PROCESS_JOURNALS. JOURNAL_ENTRY _IE.GBLZPORTAL x| | ¢ || | [Live Search [2]-]

{} & @CreatefundateJouma\ Entries

Header Lines Totals Errors

Ko - B - o v srpage v (hTods v

Home | AddtoFavortes | Signout

2 New Window [/. Customize Page =] http

WIA Approval Stage 1

Unit: WIAD1 Journa| ID: 0000017280 Date: 070172011
Unit: W01
Approval Check Active: Y
Approval Status: Pendin§ Approval
Approval Action: Approy j'
Deny Comments:

= BUSINESS_UNIT=WIA01, JOURNAL|

ID=0000017380, JOURNAL _DATE=2011-07-01, BUSINESS_UNIT_LN=WIA01:Pending

Path for Cash Requests

elf A ed Pending R
op LWIA Supenvisor » Multiple Ppprovers ) Wultiple Approvers
= DOL Wl Supervizor Approval ‘,DDL pevds Approval G)DOLAFB ‘Approval - Cash Reg

Header | Lines | Totals | Errors | Approval

4]

[Z] save  |Gh ReturntoSearch | [t5] PreviousinList | [J=| NextinList| =] Notify | ;3 Refresh |

| |

|Done

[IE T [ [ [N3tocalintranet [Roow - 4

mstartl |(~ Inbox - Microsoft Outlock | -1 RE: Auto Fil of fieldsl - M. . | 1] PeapleSaft Procedural m... | (& Create/Update Journ... | Journal - Windows Inter... < v [ud 3:43PM

ransaction will be approved by the Administrative Finance Bureau (AFB)
Dffice of the State Comptroller (OSC). As noted earlier, transactions must
1:30AM daily. Anything approved after 11:30AM will be processed by DOL
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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:

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

verifying.
dake Journal EnEriec A plare (8] x]
m ~ |&] http:{ipeoplesoft labor state. nyenet jpsp/psf/EMPLOYEE (ERPYc/PROCESS_JOURNALS. JOURNAL_ENTRE_IE.GBL7PORTALPAF ¥ | |E| |Z| JLive search (2

w

& @ CreatefUpdate Journal Entries

@v v@v@vPagev@Toolsv >

Fa\'ovr'rtes Ma\nyenu > GenemIvLedger > JouLnals > JournavIEntry » Create/Update Journal Entries

Home | AddtoFavortes |  Sign out

L.EI Mew Window ILJ Qsmmize FPage E hitp

SJE Type:

Currency Defaults: USD [ CRRMT /1
Atachments (0)

Reversal: Do Mot Generate Reversal

Header | Lines | Totals | Errors | Approval

[~ dave Journal Incomplete Status

[E] save | |Gt ReturntoSearch | =] Notify | [ Refresh |

Lines Totals Errors Approval
Unit: WiAD1 Journal 1Dz 0000023930 Datg: 1012712011
Long Description: |Cash Request 10/27/11 Bl
*Ledger Group: Adjusting Entry: |r-1-: -Adjusting Entry j
Ledger: | Fiscal Year: 2011
*Source: [ Period: ] 4
Reference Number: I ADB Date: lﬁ 712011
Journal Class: I
Transaction Code: | I~ Huto Generate Lines

j I~ AJutobalance on 0 Amount Line

Approval Date: 1*2?111 12:02:57.000000PM
Payment Date: 11/02/2011

[E-add| [ UpdateDisplay,

4 | i
| ’7 ,7 ,7 ,7 ,7 ,7 M Laocal intranet | @. o0% - 2
!"Startl /€ M¥3 DOL Intranet Home. ., || {E Create/Update Journ... @ PeopleSoft Procedural m... | @ Microsoft Excel | « E. 1117 PM

3-
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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.

{2 Create/Update Journal Entries - Windows Internet Explorer =0

G@ ~ | ] hetp:ffmstestvip labor state.nyenct :5010/pspipstst/EMPLOYEE/ERP/c{PROCESS_JOURNALS, JOURNAL_ENTRY_IE.GBLPPORT ™| | 42| X | [Liv scarch [2|-]
- »

ke @Create;’Update Journal Entries @ = - @ = @Page = @Tools ©

i Home | Add to Favorites | Sign out
Favgrites : Main Menu > Genera| Ledger > Journals > Journal Entry > Create/Update Journal Entries

L.EI Mew Window E hitp

Create/Update Journal Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Maxirmum nurmber of rows to return (up to 300): |300

Business Unit: |: v[ Jvian1 @,
Journal ID; | pegins with x| (0000017385
Journal Date: | = = [

Document Sequence Number: |beg\nswithj|

Line Business Unit: = > @,

Journal Header Status: |= =l |
Budget Checking Header Status:| = j | j
Source: I: 'l 62 @,
User ID: |beg\nswithj| @,
Attachment Exist: |= =l |
[ case Sensitive
Search Clear :ElaS|cSearcn B Save Search Criteria
Find an Existing Value | Add a Mew YValug
4 | |
[pone T [ [S3 tacaintranet [wo0% ~ 4
wstartl J @ PeopleSoft Training.doc ... “ g Create/Update Journ... <« 1:20PM
Go to:
e General Ledger
e Journals

e Journal Entry

e Create/Update Journal entries
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Click on the tab:
e Find an Existing Value
e Click on the clear button at the bottom of the screen
You can enter any data that will help you find the entry:
e (Journal ID, Journal Date, User ID, Source Code)
e You must include WIAQ1 in the business unit
e C(lick Search
Once you find the entry you want to copy:
e Click on the line of the entry
e Click on lines tab
e Verify that this is the entry you want to copy.
If it is the correct entry
Hit drop down button:
e change Edit Journal to Copy Journal
e hit process
If it is the incorrect entry go to the bottom of the screen
e hitreturn 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.
=18 x|

/2 Create/Update Journal Entries - Windows Internet Explorer
GT\'.‘"?' | ] hetp:ffmstestvip labor state.nyenct :5010/pspipstst/EMPLOYEEJERP/c{PROCESS_JOURNALS, JOURNAL_ENTRY_IE.GBLPPCRT ™| | 42| | X | [Liv= 5carch |2 |-

@- -@v@Page-@Toolsv »

ﬁ & @ CreatefUpdate Journal Entries

Home | Add to Favorites | Sign out

Fa\fov s Ma\nvMenu > GenemIvLedger > JnuLnals > JDurngEntr\r » Create/Update Journal Entries

L.EI Mew Window IL-/ Customize Page E hitp

Journal Entry Copy

Business Unit; WIADT Copy From ID: 0000017385 Copy From Date: 06/02/2011

Journal ID: INEKT Ledger:
Journal Date: 06072011 B pew Ledger:

ADB Date: I Document Type:

™ Reverse Signs

" Recalculate Budget Date

1

™ save Journal Incomplete Status

Currency Effective Date: El
¥ Do Not Generate Reversal & same As Journal Reversal
" Beginning of Next Period  On Date Specified By User
" End of Next Period ADB Reversal Date: [
' Next Day

" Adjustment Period
" On Date Specified By User

Adjustment Period: @,
Reversal Date: Bl
oK | cancel | Refiesh |
| 0 [ N3 Localintranet [*® 100 - 4
wstartl J @ PeopleSoft Training.doc ... “ g Create/Update Journ... ’m

e Journal ID reverts to next.

e Change Journal Date if necessary.

e You should always click on Recalculate Budget Date.
e Click on OK.

e This will create a new Journal ID number.

e Onthe header screen you can update the long description as desired.
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/= Create/Update Journal Entries - Windows Internet Explorer = x|

6\4«__—: ~ [l http:fifmetestvip.Jabar.state.nyenet:5010/psapstst{EMPLOYEE [ERFIC/PROCESS_JOLRNALS JOLRNAL ENTRY_IE.GeL7PoRT 7] 4| ¢ | [Lve search P
w @ (& Create/Update Journal Entries - < v rPage v CpTools v 7

A Home | AddtoFavorites | Signout
Favorites | Main Menu > Genem\vLedger 3 ]nulnals ¥ ]uumavIEntry > Create/Update Journal Entries

Lines Totals Errors Approval

B Mew Window [,qustnmize Page [ nttp

Unit: WIADT Journal 1Dz 0000017437 Date: 08/07/2011

Long Description: week# 1 el
*Ledger Group: Adjusting Entry: INnn—Aﬂ]ustmg Entry 'I
Ledger: Fiscal Year: 2010

*Source: Period: I 12

Reference Number: ADB Date: IDE-‘D?*EDM

Journal Class: &
Transaction Code: [ ™ Auto Generate Lines

™ save Journal Incomplete Status
SJE Type: | j ™ Autobalance on 0 Amount Line

Currency Defaults: USD [ CRRNT /1

Aftachments (0}

Reversal: Do Not Generate Reversal

Save | [ Returnto Search | .El Motify .G Refresh | El Add Update/Display:

Header | Lines | Totals | Errors | Approval

4l | :
| [T [ [ dtocintane: [Fiowe - 4

i#start| | ] Peoplesoft Training.doc ... |[ 2 create/Update Journ... <« L4npM

e Click on Lines tab
At this point you need to:
e Update amounts for the cash order
e Add or delete lines as desired
e Editjournal
e Ifvalid go to approval screen
e If errors exist you need to investigate the errors and re-edit the journal; see pg. 13
e Onceitisin avalid status Submit for approval; see Pg 19

e Supervisor must approve; see Pg 20
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Monthly Journal Entries
Cash Expenditures (Disbursements)
Go to:
e General ledger
e Journals
e Journal Entry

e Create/Update Journal entries

/2 Create,/Update Journal Entries - Windows Tnternet Explorer _1=] x|

6@ ~ [i] http:ffmstestvip.labor state.nyenet: 5010/pspipstst/EMPLOYEEERP c/PROCESS_JOURNALS, JOURNAL_ENTRY_IE.GBLZPORT ¥ | | #2 X | [Live Semrch o]
. »

9% ¢ @ CreatejUpdate Journal Entries 3 - B - om0 - b Page v () Tooks v

Home | AddtoFavorites | Signout

Favorites - Main Menu > Genem\v\_adger > JouLna\s > Jaurnav\Entry > Create/Update Journal Entries
& New Window S http

Create/Update Journal Entries

Find an Existing Value Add aNew Value

Business Unit:Wiso1 @

Journal ID: MNEXT
Journal Date: |06/07/2011

Add

Find an Existing Value | Add 3 New Val\e

Main Conkent.

4 \ | |

Done [T T [ N3iocdintranet [®woe -
i start| | 5] peoplescft Training.doc ... | [+ Deleted Items - Mizrosof... Fi: Adult supplemental .. |[ /@ Create/Update Tourn... « [ 3S5PM

The date automatically defaults to the current date.

e Update date to End of Month
e Hitadd

This will bring you to the journal entry header.
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{2 Create/Update Journal Entries - Windows Internet Explorer =0

T i/ fFmskestvip labor . state. nyenet: pspfpsts 4 . . _ _IE. GBL? < ive Sear =
- http: jffmstestvip.labor, stat £:S010, st/ EMPLOYEE/ERPc/PROCESS _JOURMNALS, JOURMAL_ENTRY _IE. GEL?PORT ‘f X [ |Live s h gl

i} ate gCreate;’Update Journal Entries @ - - @ - @Page - @Tools .7

AT Home | AddtoFavortes | Sign out
Favorites : Main Menu > GeneralLedger > Journals > Joumnal Entry > Create/Update Journal Entries

Lines Totals Errors Approval

7 New Window IL-/ Customize Page 5= hitp

unit: WIAD1 Journal 10z MNEXT Date: 07131/2011
Long Description: || =
*Ledger Group: WIA_AER @, Adjusting Entry: | MNon-Adjusting Entry |

Ledger: S Fiscal Year: 2011

*Source: ’BQioﬁ Period: |71
Reference Number: ’7 ADB Date: lm

Journal Class: [ .

Transaction Code: ’70“ [~ Auto Generate Lines

[~ save Journal Incomplete Status

SJE Type: | j [ Autobalance on 0 Amount Line

Currency Defaults: USD { CRRMT / 1
Aftachments ()

Reversal Do Mot Generate Reversal

[Ey Add | |5 UpdateDispiay

4 | |
| ’_ ’_ ’_ ’_ ’_ ’_ |'d Local intranet | A% v g
wstartl J @ PeopleSaft Training.dac ... | -\ Deleted Ttems - Microsaf .. | ] P Adult Supplemental ... || @ Create/Update Journ... <« E 356 PM

On the Header screen you

e Add description. This igformation should be useful to you to identify entries if you are trying to
retrieve data.

e Add Ledger Group. For all &xpenditure entries this will be WIA_AER.
e Verify that the reversal status s correct

e Cash expenditures- Do not generate reversal
e Accruals—Reverse beginning of next period

e Obligations-Reverse Beginning of next period

e 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:

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

{2 Create/Update Journal Entries - Windows Internet Ex,lorer

G@ - [e labor.stats -

I{PLCYEE [ERPIC/PROCESS_JOURNALS. JOURNAL_ENTRY_IE, GBLEPCRTAL ¥ | 4| X | [Live Search
SF A @ Crestejupdats Joumal Entries

Favgrites . Main Menu » General Ledger » Joumals > Journal Entry > Crea\(Update Journal Entries

Header Totals | Errors || Approval

Date: 11/30/2011 I~ Errors Only
hange Values

Unit: WIADT Journal ID: 0000018553
Template List Search Criteria

B ) - % - e -

Home | AddtoFavortes | Signout

0 New Window [ Customize Pag

Inter/intraUnit *Process: Edit Journal > Process = & Line: 10 [ =

Customize | Fing | | #

Header | Lines | Totals | Errors | Approval

J

Select Line “Unit *Ledger Account Fund Dept Program  Bud Ref Chartfield 1 Amount
| mE [wa01 @ wia_aEr [511000 [, [28251@, (38145 @ 110 @ [Pvir @ | Q| 37,430.89
O o2 [wiao1 @ wia_AER (513200 |, [28251@, (38145 @ |[110 @ [Pvi1 @ | @ | 528268
[ [Wia01 @ wia_AER [513a00 @& [[26251@ ([3e1as  [& |[110 @ [Pv11 @ | @ | 957.50
[ mir [WiADT @, \wiA_AER iocoe @ [ & [ & [ @& &, | @ | 4467107
4l |
Lines to add: [ m =@
Customize | Find | Views AITE | 25 Fist K g or4 O (ast
Unit Total Lines Total Debits Total Credits = Journal Status Budget Status
Wia01 4 000 0.00 N N
Save | [Gh Returnto Search | (=] Motity | @3 Refresh [Ey Add Update/Display,

[ [ 83 tocal intranet

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

The entries need to be in a valid status.

Start| | Inbox - Microsoft Outlool RE: AUt fil of fields] - 1. Penplesoft Procedural m.. Create/Update Journ... New York State Departm. « |~ asPM
[ Ink fit Outlook | fill of Fields! lesof dural & . /Ups - k ()

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:

e General Ledger

e Journals

e Journal Entry

e Create/Update Journal Entries

e 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.

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

{2 Create/Updal e Journal Entries - Windows Internet Explorer S|

2| |£| Juive searcn |2~
- - b v b Page v (fTods v 7

Home | AddtoFavorites |  Sign out
®/Update Journal Entries
& New Window [ Customize Page & nttp

Journal Efitry Reversal

Grate Reversal
" Beginning of Next Period
©* Eng of Next Period %

" adjustment Period
" oh Date Specified By User

Jdjustment Period: O%
feversal Date: ]

#[same As Journal Reversal

On Date Specified By User
ADB Reversal Date:

oK | Cancel | Refresh

[ [ [ Ndtecalintranet [Riow - 4
Start| (i~ Inbox - Microsoft Outlook | 1 RE: Auto Fill of fieldsl - M. .. Peoplesoft Procedural m... || @& Create/Update Journ... @ Mew York State Departm. .. < v 4:40PM
&) Ups &

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 (20”’). 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

/= Base Navigation Page - Windows Internet Explorer

18] x|

m - IEI http:,i,l’peoplesoft.Iabor.state.nyenet,l’psp,l’pst,l’EMPLOYEE,I’ERP,I’S,I’WEBLIB_PTPP_SC.HOMEPAGE.F\eldFormuIa.IScript_AppHP?;j |

i} eﬁ g Base Mavigation Page

28

Page ~ @Tools - ¥

Favorites | Main Menu > Reportigg Tools
- - -

ﬁ) FOTA Queries

AER with Memo Account Detail
Summarizes the smpenditurs datz by LWIA, Program, Budgst
Rafersnes and Account . The query prompts
wear and period 5o it exclodes the raversal of
accruals and obligations.

Available Cash Bal FP 1 LWIA

Summarizes the cash budgets and requests. This query
excludes amounts squal to zero. The quary prompts
fiscal year and period so it displavs available cash s of
certain fiscal year and period

Available Cash Fxpenses
Summarizes the expenditure budget ladzer and expenses and
excludes amounts equal to zero. This query shows what is
ining excluding aceruals and obliz
periods s0 it includas the reversals of aceruals and oblizations

- It includas all

Available Expenditure Budgets
Summarizes the expenditvrs budzet ledeer and expenses and
=mcludas amounts qual to zero. The quary prompts for the
fiscal wear and period so it xcludes the raversal of corrent
meonth acer and obliz and shows what is remaining including
acer and obliz

Eﬁ“ Budget Ledger Balances 1 LWIA
Lists the budzst ledzer balances by fund

AER with Memo Acct for 1 LWIA
Summarizes the expenditure data by LWIA, Program, Budget
Eaferanes and Account . The query prompts for the fiscal
waar, pariod and LWIA so it excludes the raversal of current
meonth accruals and oblizations

) Available Cash Budgets

Semmarizes the revenus budget ledger and cash request ledger.
Thiz quary excludes amounts =qual to zero

E Available Cash Fxpenses 1 LWIA E
Stmrmarizes the expenditure budget ledger and axpenses and
exclsdes amounts squal to zero. The query shows what is
remaining excluding acervals and obligations Tt inclodes all
pariods so0 it includas the reversals of acervals and oblizations %

E Budget Attributes Start End Dt

Lists all the rows on the budgst attributes table. The buds
start and =nd dates on this tabls override the dates specifisd
for ths Program Year (Budget Reference)

Eﬁ“ Budgets on Hold
Lists budgets that have been put on Hold. Cash and

’_ ’_ ’— ’— ’_ ’_ r Lo;al |ntran;

wstartl @ PeopleSoft Procedural m. .. | @ FIPS-Fiscal Codes.xls [C... | E- FMS system in Archive F... | -] RE: PeopleSoft - Messaq... ” g Base Mavigation Page...

| Add to Favorites |

Sign out

-

Active Account List
Drovides a listing
Descriptions

the active WIA Accounts and

Available Cash Budzets by LWIA
Summarizes the revenue budget ledzer and cash request ledger
and exeludes amounts squal to z=ro

Available Exp Budgets by LWIA

Summarizes the expenditure bud ledger and expenses and
excludes amounts squal to zero. The query prompt
fiscal year and period so it excludes the raversal of current
month acer. and oblig. and shows what is remaining including
acer. and obliz.

Budget Ledger Balances

Lists all of the active Program Years

COW Balances

Summarizes the cash budzats and requests. This query =l
[® 100 -~ 4
[« tanpm
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/- Base Navigation Page - Windows Internet Explorer

m ~ |2 ] htp:{fpeoplesoft labor.state. nyenet fpsppsfp/EMPLOVEE [ERP/s WEBLIE_PTPP_5C,HOMEPAGE. FieldFormula. I5cript_appHPre = | | 42| 24 | [Live search

i} & @ Base Mavigation Page

Favorites : Main Menu > Reporting Tools
1 ini fing aceruals and - It includes all
periods 5o it includes the reversals of aceruals and oblizations

Available Expenditure Budgets

fummarizes the smpenditurs budzet ledzer and snpenses and
excludes amounts squal to zaro. The query prompts for the
fiscal wear and period so it excludes the reversal of corrent
month acer and oblig and shows what is remaining including
acer and oblig

Budget Ledger Balances 1 LWIA
Lists th= budget ledzer balances by funding strzam. The
balaness are summarizad by Ledzer, LWIA, Budzat

Rafersncs, and Program

COW for Cash after 07/01/11

Lists all posted budzst journals and cash payments madz on

or after 07/01/2011. The query is sorted by program, budgat
r=ferancs, and journal'payment dats. To g=t cash payments
2 07/01/2011 run "Convertad Cash Payments'

Eﬁ“ LEDGER KK Balances
Lists the budzet lzdger balances by funding stream. The
balances ars summarized by Ledger, LWIA, Budzat
Rafersncs, and Program

of all Active Programs
Lists all of the Active Program ChartFizld values

remaining excluding acerials and oblizations. It includes all
periods 50 it includes the reversals of acervals and oblizations

E Budget Attributes Start End Dt

ists zll the rows on the budzat attributes table. The buds:
start and end dates on this tablz overrids the dates specifisd
for the Program Year (Budzet Raference)

E‘ Budgets on Hold
Lists budgets that have been put on Hold. Cash and
Expandituras can not be bookad to Budzets on Hold

Eﬁ“ Cash Pavments from 07/01/2011
Shows the jovrnal lines for cash reque|.psorted by payment
data, LWIA, budget rafersnce and program. This query
prompts for a rangs of payment dates and LWIA=

Eﬁ“ LWIA Department List
Lists the LWIA code, FIPS Codz and Description

E“ Program Year Expiration Dates
Lists the Program Year Expiration Dates

=18] x|

28

@v v@v@Pagev@Toolsv i

Home | Add to Favorites |

fiscal wear and period o it excludes the reversal of current
meonth acer. and obliz. and shows what is remaining including
acer. and obliz.

E Budget Ledger Balances

Lists all of the active Program Years

E COW Balances
Summarizas the cash budzsts and raquests. This quary
excludes amovnts aqual to zero. The quary prompts for the
fiscal year and period o it displays available cash as of 2
cartain fiscal year and period.

E Converted Cash Pavments
Lists all converted cash raquests with payment date for the
period of 05/20/2008 through 06/30/2011

Eﬁ“ LWIA Location and Address Data
Provides a listing of the LWIA along with Payes and Address
Information

Sign out

|

I~
[® 100 -~ 4
[« tatpm

[ ’_I_I_I_I_I_rg Local intranet

Start PeopleSaoft Procedural m... | k5] FIPS-Fiscal Codes.xls [C... . FM3 system in Archive F... | -] RE: PeopleScft - Messag... || @& Base Navigation Page...
] g
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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.

Employee-fai

G@ ~ | &1 http://fmstastyip. labor stats. nyenet:S010/psp pststEMPLOYEE /ERP/q/PICACtion =ICOryNamsURL =PUBLIC.DOL_WIAL_ACCOUNT_LISTEPORTALPARAR | 2 [ [Live search |[2]]

File Edit Wiew Favorites Tools  Help

e o Employee-facing registry content l I

| Add to Favorites

Favovntes Mam_Menu > Reporti@ Tools > DOL Quer\es > LWIA guer\es > Active Account List
~
DOL_WIAL_ACCOUNT_LIST- Active Account List o
Download resulfs in: Excel SpreadSheet CSVTextFile XMLFile (7 Kb)
View Al First ] 1-58 of 58 [ Last
SetiD Account Eff Date Status Descr Type Bud. Only
1 WIADT 0ooooo 01/011901 A All Accounts A L
2 WIADT 100000 01/011901 A Cash Request - Ofiset A N
3 WIADT 111000 01/011901 A Stand - In Costs A N
4 WIADT 210000 01/011901 A Expenditure - Offset L N
5 WIADT 400000 01/011901 A Total Budgeted Revenue R L 3
6 WIADT 410000 01/011901 A Cash Requests R N
7 WIADT 500000 01/011901 A Total Budgeted Expenditures E L
8 WIADT 511000 01/011901 A General E N
9 WIADT 512000 01/011901 A Incumbent Worker E N
10 WIADT 512100 01/011901 A Training - General E N
ah! WIADT 513200 01/011901 A Training - ITA E N
12 WIADT 512200 01/011901 A Training - Contract E N
13 WIADT 512400 01/011901 A Training - Customized E N
14 WIADT 512500 01/011901 A Training - OJT E N
15 WiAD1 513600 01/01/11901 A Core & Intensive Services E N T
16 WIADT 514000 01/01/1901 A Needs Related Payments E N
17 WIADT 515000 01/011901 A Supportive Services E N
13 WIADT 516000 01/01/1901 A Administration E N
19 WIADT 516100 01/011901 A Wages (DEI only) E N
20 WIADT 516101 01/01/1901 A Fringe (DEI only) E N
21 WIADT 516102 01/011901 A Technology (DEI only) E N
22 WIADT 516103 01/01/1901 A Travel (DEI only) E N
23 WIADT 516104 01/01/1901 A Program Support (OJT NEG anly) E N
24 WIADT 517000 01/01/1901 A Youth Summer E N
25 WIADT 551000 01/01/1901 A Accrued - General E N
26 WiAD1 552000 01/01/1901 A Accrued - Incumbent Worker E N
27 WIAD1 553100 01/01/1901 A Accrued - Training - General E N
28 WIADT 553200 01/01/1901 A Accrued - Training - ITA E N
29 WIAD1 553300 01/011901 A Accrued - Training - Contract E N
30 WIAD1 553400 01/011901 A Accrued - Training-Customized E N 3
24 nnana ceoEnn namarrona ~ [ A c b

>

Local Intranet #100%  ~
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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.

g registry content - Windows Internet Explorer
@ * |&] http:/ffmstestvip, labaor state nyenet: S010/psp/pststEMPLOYEE/ERP /g /?ICACtioN=ICQryMameURL=PUBLIC.DOL _WIAL_AMAIL_CASH_BUDGETSSPORTA v ‘§Hg| Live Search ‘P '|

File Edit “iew Favorites Tools  Help

— 2 3
w [ﬁEmp\Dyee-facing registry content l @ h @ h @Paqe =4 @Ton\s -

Add to Favorites

&

Favorites ! Main Menu > Reporting Tools > DOL Queries > LWIA Queries » Available Cash Budgets

DOL_WIAL_AVAIL_CASH_BUDGETS- Available Cash Budgets
Download resuls in: Excel SpreadSheet CSVTextFile MLFile (3 kb)

View Al First [§] 1-21 of 21 [ Last

Unit Dept Bud Ref Program Descr Sum Total Amt

1 WIAD1 36145 AY09 410 Stimulus - Adult 3000475.000
2 WIAD1 36145 AY09 420 Stimulus - Dislocated Worker 90000.000
3 WIAD1 36145 AY09 430 Stimulus - Youth 40000.000
4 WIAD1 36145 AY09 440 Stimulus - Administration 2000.000
5 WIAD1 36145 AY09 470 Stimulus - 0JT NEG Admin 6000.000
B WIAD1 36145 AY09 480 Stimulus - 0JT NEG Sup Svcs 5000.000
7 WIAD1 36145 AY0Q 490 Stimulus - OJT NEG Wages 10000.000
8 WIAD1 36145 AY0Q 491 Stimulus - SWA Incentive Grant 10000.000
9 WIAD1 36145 FY09 176 TAATraining 14252 030
10 WIAD1 36145 FY10 176 TAATraining 40594 290
" WIAD1 36145 FY09 130 Youth-Formula 500.000
12 WIAD1 36145 FY10 110 Adult - Formula 7194010.000
13 WIAD1 36145 FY10 120 Dislocated Worker - Formula 3280000.000
14 WIAD1 36145 PY10 121 Dislocated Worker Supplemental 86000.000
15 WIAD1 36145 FY10 130 Youth-Formula 3000000.000
16 WIAD1 36145 FY10 140 Administration 30000.000
17 WIAD1 36145 FY10 230 SWA - ITA Pilot 9000.000
13 WIAD1 36145 PY11 110 Adult - Formula 29065.000
12 WIAD1 36145 PY11 120 Dislocated Worker - Formula 108156.000
20 WIAD1 36145 PY11 130 Youth-Formula 337336.200
21 WIAD1 36145 PY11 140 Administration 21481.800

Done 'ﬂ Local intranet 100% v
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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.

File Edit “iew Favorites Tools Help

—— — § »
w & [ss]- (& PeopleSoft session expi... | € PeopleSoft session expi... | @ PecpleSoft session expi... I.@Employee-fa:mg regi.. x M- d=h v |[rPage = (O Tools »

Home | AddioFavorites |

Sign out

Favorites * Main Menu > Reporting Tooks > DOL Queries > LWIA Queries > Available Expenditure Budgets
DOL_WIAL_AVAIL_EXPENSE_BUDGETS - Available Expenditure Budgets
Fiscal Year: | 2010
Period: ,74
View Results
Download resulfs in . Excel SpreadSheet CSVTextFile xMLFile (3 kb)
View All First [] 1-18 of 19 [ Last
Unit Dept Bud Ref Program Descr Sum Total Amt
1 WIADT 36145 AY0DQ 410 Stimulus - Adult -273620.500
2 WIADT 36145 AYDQ 420 Stimulus - Dislocated Warker -545846.100
3 WIADT 36145 AYD9 430 Stimulus - Youth -580061.700
4 WIADT 36145 AYD9 440 Stimulus - Administration -73190.900
3 WIADT 36145 PY08 110 Adult - Formula -314893.500
6 WIADT 36145 FY08 120 Dislocated Warker - Formula -318425.400
7 WIADT 36145 PY08 130 Youth-Formula -333463.970
8 WIADT 36145 PY08 140 Administration -114420.350
9 WIADT 36145 PY08 160 DW transfer for Adult Services -63000.000
10 WIADT 36145 PY08 210 SWA - Adult Supplemental -30616.000
" WIADT 36145 PY08 220 SWA - Performance Incentive -27216.380
12 WIAD1 36145 FY08 310 ‘Work Incentive Grant DPN -19548.430
13 WIAD1 36145 FY08 330 VESID -15000.000
14 WIAD1 36145 FY09 110 Adult - Formula -477720.000
15 WIAD1 36145 FY09 120 Dislocated Warker - Formula -463787 580
168 WIAD1 36145 FY09 130 Youth-Formula -451193.400
17 WIAD1 36145 FY09 140 Administration -59279.020
18 WIAD1 36145 FY09 220 SWA - Performance Incentive -25141.630
19 WIAD1 36145 FY09 310 ‘Work Incentive Grant DPN -10915.050
'ﬂ Local intranet H100% v
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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.

Employee-facing registry content - Windows Internet Explorer

~ | €] http/peoplssoftstage. labor state nysnet/psposstg EMPLCVEE [ERP//7ICACtion=1COryMamalRL =PUBLIC.DOL_INIAL_AVAIL_CASH_EXPENSESRFORT v | 44| % [Lie coarch L~
(< | ttp://pecp el yenet/psp/psstg q il =812

File Edit Wiew Favorites Tools  Help

w o

4= ~ |[bPage + {J Tools ~

Employee-facing registry content l I

| AddtoFavortes | Sign out

Favorites - Main Menu > Reporting Took » DOL Queries > LWIA Queries > Avziable Cash Expenses

DOL_WIAL_AVAIL_CASH_EXPENSES- Available Cash Expenses

Download resuls in: Excel SpreadSheet CSVTextFile XMLFile (5 kb)

View Al First ] 1-28 of 28 [ Last

Unit Dept Bud Ref Program Descr Sum Total Amt
1 WIAD1 36145 AY09 410 Stimulus - Adult -273620.500
2 WIAD1 36145 AY09 420 Stimulus - Dislocated Worker -645846.100
3 WIAD1 36145 AY09 430 Stimulus - Youth -580061.700
4 WIAD1 36145 AY09 440 Stimulus - Administration -73190.900
5 WIAD1 36145 AY09 470 Stimulus - 0JT NEG Admin -4615.010
6 WIAD1 36145 AY09 490 Stimulus - 0JT NEG Wages -57687.660
7 WIAD1 36145 AY09 491 Stimulus - SWA Incentive Grant -15039.780
8 WIAD1 36145 PY08 110 Adult - Formula -314492.800
9 WIAD1 36145 PY03 120 Dislocated Worker - Formula -318425.400
10 WIAD1 36145 PY03 120 Youth-Formula -333462.970
ah! WIAD1 36145 PY03 140 Administration -114420.350
12 WIAD1 36145 PY03 160 DW transfer for Adult Services -62000.000
13 WIAD1 36145 PY03 210 SWA - Adult Supplemental -30616.000
14 WIAD1 36145 FY08 220 SWh - Performance Incentive -27216.380
15 WIAD1 36145 PYO03 310 Work Incentive Grant DPN -19548.420
16 WIAD1 36145 PY03 320 VESID -15000.000
17 WIAD1 36145 PY09 110 Adult - Formula -477720.000
13 WIAD1 36145 PY09 120 Dislocated Worker - Formula -463727.580
19 WIAD1 36145 PY09 120 Youth-Formula -451192.400
20 WIAD1 36145 PY09 140 Administration -59279.020
21 WIAD1 36145 PY09 220 SWAh - Performance Incentive -25141.630
22 WIAD1 36145 PY03 310 Work Incentive Grant DPN -10915.050
23 WIAD1 36145 PY10 110 Adult - Formula -333276.100
24 WIAD1 36145 PY10 120 Dislocated Worker - Farmula -423332.400
25 WIAD1 36145 PY10 121 Dislocated Worker Supplemental -48634 860
26 WIAD1 36145 PY10 130 Youth-Formula -352311.600
27 WIAD1 36145 PY10 140 Administration -58768.900
28 WIAD1 36145 FY10 230 SWA - ITA Pilot -9905.000
Done & Local intranst #1on% -
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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 li
continuous scroll

es by default. Click ‘view all’ in the upper left hand corner to list all lines for a
Default status: P=posted; U=unposted; V=valid (not yet posted); E=error.

Employee-faciig registry content - Windows Internet Explorer

%r - |g| hnpﬁfmsmstwp‘\ahur‘statE‘nyenet:EDIDIPSPIPSBUEMFLDVEE,’ERF,’q/?ICA[tlnn:ICerNamEURL:PUE\LIC.DOL7\NIALiLWIAfJOURNALfLINESB‘PORTAL ~ |“‘_t‘ |£| |Lwe Search /

File Edit Viewﬁavorihes Tools  Help /

o Q' - Page v ) Tooks ~

filoyee-facing registry content l I

| AddtoFavortes |  Sign ou

o
FavovntesE am_Menu > Reporti@ Tools » DOL Quemes » LWIAguemes » Journal Lines
A
DOL_VAIAL_LWIA_JOURNAL_LINES- Journal Lines T
DdMnload resuls in: Excel SpreadSheet CSVTextFile XMLFile (569 kb)
View All First [§] 1=100 of 1288 [¥] Lest
Unit Leriren Date Journal ID e Dept E) Program Descr Account Descr CmiTral Amount | Status User 3
Grp # Ref 1
1 [WIADT|WIA_AER |11/30/72010[0000016727| 12|36145|PY10 110 |Adult-Formula 511000 |General 50707.940P  |USEMW1
2 WiA01|Wis_AER |11/30/22010 (0000016734 12|36745|PY10 130 |Youtn-Formula 511000 |General 12000 30896.620(P  |USCRSM
3 |[WIAD1|WIA_AER |11/3072010(0000016734| 45(36145|PY10 130 |Youth-Formula 511000 |General 11000 5630370 P |USCRSM
4 WiA01|Wis_AER |11/3022010|0000016734| 78(36745|PY10 130 |Youtn-Formula 517000 |Youth Summer  |11000 0000/P  |USCRSM L
5 |WIAD1|WIA_AER |11/30/2010(0000016734| 111/36145|PY10 130  |Youth-Formula 513200 |Training - ITA 12000 0000/P  |USCRSM
B [WiA01| Wi AER 11/302010 (0000016740 12 3645 |Pya0 120 |Dislocsted Workers 511000 |General §1174670/P  |USCRSM
7 WIAD1[WIA AER |11/30/2010|0000016740| 45|36145|Py10 |120  |Dieloceled Worker- 513200 |Training - ITA 0000F  |USCRSM
& [WiAnt|WIAAER 11/3012010 (0000016740 78 26145|Fya0 120 [DilocstedWorkers 513500 | Training - OJT 0000/F  |USCRSM
3 \WIAO1|WIALAER |11/30/2010(0000016740| 11336145 |Py10 120 [DiSlocaled Worker- 515000 |Supportive Senvices 395000 F  |USCRSM
10 [WIADT|WIA_AER |11/30/2010|0000016744) 12|36145|FY10 (140 |Administration 511000 |General 0000/F  |USCRSM
11 [WIADTWIA_AER |12/31/2010 (0000016722 12|36145|PY10 110 |Adult-Formula 511000 |General 38741140 |USEMWA
12 [WIADT|WIS_AER |12/31/2010 (0000016725 12|36145|PY10 110 |Adult-Formula 551000 |Accrued - General 10372520(F | USEMWA
13 (WIADT|WIA_AER |12/31/2010(0000016730| 12|36145|PY10 110 |Adult-Formula 591000 |Obligated - General ss1g060 P |USEMWA
14 [WIADT|WIA_AER |12/31/2010(0000016730| 12|36145|PY10 110 |Adult-Formula 591000 |Obligated - General 35180260 |USEMWA
15 [WIADT|WIA_AER |12/31/2010|0000016737| 12|36145|PY10 130 |Youth-Formula 511000 |General 12000 31220470(F  |USCRSM
16 |WIADT|WIA_AER |12/31/2010|0000016737| 45(36145|PY10 130 |Youth-Formula 511000 |General 11000 7316210/ P |USCRSM
17 [WIADT|WIA_AER |12/31/2010|0000016737| 78|36145|PY10 |130  |Youth-Formula 517000 |Youth Summer  |11000 0000/F  |USCRSM
13 [WIADT|WIA_AER |12/31/2010(0000016739| 12|36745|PY10 130 |Youth-Formula 551000 |Accrued - General | 12000 3310160/F  |USCRSH
19 [WIADT|WIA_AER |12/31/2010|0000016739| 45/36145|PY10 130 |Youth-Formula 551000 |Accrued - General | 11000 1684630 P |USCRSH
20 |WIADT|WIA_AER |12/31/2010 (0000016730  78|36145|PY10 130 Youth-Formula 557000 ’;Eﬁ’n“r:‘e‘r'vnum 11000 0.000 P USCRSM
21 \WIAD1|WIA_AER |12/31/2010|0000016738| 111 36145|PY10 130 |Youtn-Formula 591000 |Obligated - General |11000 0000/F  |USCRSM
22 \WIAD1|WIA_AER |12/31/2010 |0000016738| 144|36145|PY10 130 |Youth-Formula 591000 |Obligated - General |12000 0000/F  |USCRSM
23 \WIAD1|WIA_AER |12/31/2010|0000016743| 12|36145|PY10 |110  |Adult-Fomula 591000 |Obligated - General 0000)F  |USEMWA
24 \WIAD1|WIA_AER |12/31/2010 0000016748 12|36145|PY10 230 |SWA-ITAPilot 511000 |General 233910)F  |USCRSH
25 |WIADT|WIAAER |12/31/2010(0000016750| 12|36145|py10 |12¢  |Dislocated Worker 551000 |Accrued - General 0000/  |USCRSM
Supplemental o8|
'aanal intranget #100% v
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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.

x|

Employee-facing registry content - Windows Internet Explorer

G\t"; - |g. http://frmstestvip, labor state. nyenet:5010/psp fpstst/EMPLOYEE/ERP /q/PICACtioN =ICOryNameURL=PUBLIC.DOL_WIAL_BUDGET_ATTRIBUTESBPORTAL |“‘_’H§| |Lwe Search

|E28]

File Edit Wiew Favorites Tools  Help

v o [gEmp\Dyeeffa[mg registry content lil o o - rPage v () Tools ~ i

Home | AddtoFavortes | Sign out

Favc;ntes Mam_Menu B Reporti@ Tools > DOL Quemes > LWIA guemes » Budget Attributes Start End Dt

DOL_WIAL_BUDGET_ATTRIBUTES- Budget Attributes Start End Dt

Download resuls in: Excel SpreadSheet CSVTextFile XMLFile (1 kb)

First [i] 12012 [ Last

View All

Unit Ledger Grp Dept Program Bud Ref Status Descr Eff Date Begin Date End Date
1 |WiA01 KK_WIA_AER 36145 230 FY10 A 12/16/2010 12162010 06/30/2011
2 |WIAD KK_WIA_CSH 36145 230 PY10 A 12/16/2010 1216/2010

Done 'ﬂ Local intranet H 100%

‘s start
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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 Badget

Reference and Program. This report shows cash requests that have been posted4sy DOL. (sort on
WIA_CASH)

/2 Employee-facing registry content - Windows Internet Explorer & |5|
5’\ ~ | &] htp:fifmstestyip.labor state.nyenst:S010/psp/pstsHEMPLOYEE/ERR/G/7ICAction=IC@rMameUIRL =PUBLIC DOL_WIAL_LWIA ™| | #2 | 2 | [iive search [ 2=
i} & ?Employee-Facing reqistry content @ - - @ - @Page - @Tools -

Home | AddtoFavortes |  Sign out

Favorites Main Menu > Reporting Tools > DOueries > LWIA Queries > Ledger Balances
DOL_WIAL_LWIA_LED_BM=Ledger Balances I~
x
Download results in . Excel SpreadSheet CSV TextFile XMLFile (9 kb)
View Al First [ 1-30 of 30 [ Last
Unit Ledger Dept | Bud Ref | Program Descr Account Descr ChartField 1 | Sum Total Amt

1 |WIADT |WIA_CASH |36005 |AYDS 410 Stimulus - Adult 410000 |Cash Requests -509742.400

2 |WIADT |WIA_CASH |36005 |AYDS 420 Stimulus - Dislocated Worker 4710000 |CashRequests -1394650.930

3 |WIADT |WIA_CASH |36005 |AYDS 430 Stimulus - Youth 410000 |CashRequests -1423542.010

4 |WIAD1 |WIA_CASH |36005 |AY09 440 Stimulus - Administration 410000 |Cash Reguests -343322.470

5 |WIAD1 |WIA_CASH |36005 |AY09 491 Stimulus - SWA Incentive Grant 410000 |Cash Reguests -39984.990

6 |WIAD1 |WIA_CASH |38005 |FY08 176 TAA Training 410000 |Cash Reguests -32055.980

7 |WIADT |WIA_CASH |36005 |FY09 176 TAA Training 410000 |Cash Requests -87400.620

3 |WIADT |WIA_CASH |36005 |FY10 176 TAA Training 410000 |Cash Requests -23500.300

9 |WIAD1 |WIA_CASH |3B6005 |PYDS 110 Adult- Formula 410000 |Cash Requests -752346.900

10 |WIADT |WIA_CASH |36005 |PYOD2 120 Dislocated Worker - Formula 410000 |Cash Requests -952771.500

11 |WIADT |WIA_CASH |36005 |PY0D2 130 Youth-Formula 410000 |Cash Requests -1026096.520

12 |WIADT |WIA_CASH |36005 |PYOD2 140 Administration 410000 |Cash Requests -303468.320

13 |WIAD1 |WIA_CASH |36005 |PY0D2 210 SWA - Adult Supplemental 410000 |Cash Requests -73148.000 |

14 |WIAD1 |WIA_CASH |36005 |PYOS 220 SWA - Performance Incentive 410000 |Cash Requests -G3683.880

15 |WIAD1 |WIA_CASH |36005 |PY02 310 Work Incentive Grant DFM 410000 |Cash Requests -39333.240

16 |WIADT |WIA_CASH  |36005 |PY02 320 VESID 410000 |Cash Requests -18750.000

A7 |WIADT |WIA_CASH |36005 |PY09 110 Adult - Formula 410000 |Cash Requests -905591.040

18 |WIADT |WIA_CASH  |36005 |PY09 120 Dislocated Worker - Formula 410000 |Cash Requests -983009.550

19 |WIADT |WIA_CASH |36005 |PY09 130 Youth-Formula 410000 |Cash Requests -1171403.510

20 |WIADT |WIA_CASH  |36005 |PY09 140 Administration 410000 |Cash Requests -311854.590

21 |WlA01 |WIA_CASH |36005 |PY09 220 SWA - Performance Incentive 410000 |Cash Requests -8359.410 j
| ’_l_ l_ ’_l_ l_ r Laocal intranet | 00 - 4
Ejstartl @ Peoplesoft Training-7-18.., || {E& Employee-facing regi... ’W
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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)

/2 Employee-facing registry content - Windows Internet Explorer & |5|
% ~ | &] htp:{ifmstestyip.labor state.nyenst:S010/psp/pststEMPLOYEE/ERR/G/7ICAction=ICQryNameURL=PUBLIC DOL WAL Lwia ™ | | 42| 2 | [iive search [ 2=
i} & gEmployee-Facing reqistry content @ - - @ - @Page - @Tools -

Home | AddtoFavortes |  Sign out

Favovr'rtes Ma\nyenu ¥ Reportigg Tools » DOL Queries v LWIA Quefles » Ledger Balances

DOL_WIAL_LWIA_LED_BAL- Ledger Balane®s
Download results in readSheet CSV TextFile xMLFile (6 kb)

View Al First [ 1-18 of 19 [ Last

Unit | Ledger | Dept |Bud Ref|Program Descr Account Descr ChartField 1 | Sum Total Amt

1 [WIADT |WIA_AER |36145 |AYD9 410 Stimulus - Adult 511000 |General 1001.250
2 |WIADT |WIA_AER |36145 |AY0Y 430 Stimulus - Youth 511000 |General 12000 559.850
3 |WIADT |WIA_AER |36145 |AY0D9 491 Stimulus - 3WA Incentive Grant 511000 |General 2759.310
4 |WIADT |WIA_AER |36145 |PY10 110 Adult- Formula 511000 |General 93596.840
5 |WIAD1 |WIA_AER |36145 |PY10 110 Adult - Formula 551000 |Accrued - General 0.000
6 |[WIADT |WIA_AER |36145 |PY10 110 Adult- Formula 591000 |Obligated - General 0.000
7 |WIADT [WIA_AER |36145 |PY10 110 Adult- Formula 593500 |Obligated - Training - OJT 23166.320
3 |WIADT |WIA_AER |36145 |PY10 120 Dislocated Worker - Formula 511000 |General 99382170
9 |WIAD1 |WIA_AER (36145 |PY10 120 Dislocated Worker - Formula 515000 |Supportive Senices 386 000
10 |WIADT |WIA_AER [36145 [PY10 121 Dislocated Warker Supplemental 513300 |Training - Contract 1365.600
11 [WIADT [WIA_AER |36145 |PY10 130 Youth-Formula 511000 |General 11000 14671.490
12 |WIADT |WIA_AER |36145 |PY10 130 Youth-Formula 511000 |General 12000 62117.090
13 [WIAD1 |WIA_AER |36145 |PY10 130 Youth-Formula 551000 |Accrued - General 11000 0.000
14 |WIADT |WIA_AER |36145 |PY10 130 Youth-Formula 551000 |Accrued - General 12000 0.000
15 [WIADT |WIA_AER |36145 |PY10 140 Administration 511000 |General 131.430
16 |WIADT [WIA_AER |36145 |PY10 230 SWA - ITA Pilot 511000 |General 233910
17 (WIADT |WIA_AER |36145 |PY11 110 Adult - Formula 511000 |General 0.000
18 [WIADT |WIA_AER |36145 |PY11 120 Dislocated Waorker - Formula 511000 |General 0.000
19 [WIAD1 |WIA_AER |36145 |PY11 130 Youth-Formula 511000 |General 12000 0.000

| ’_l_l_l_l_,_r Laocal intranet |@.100% - 4
Ejstartl @ Peoplesoft Training-7-18.., || {& Employee-facing regi... ’W
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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.

File Edit “iew Favorites Tools  Help

™ — »
88|~ | @ avaitsbe Bxpendiure .., | @Life to Date Azcrual . XI f - B - & - [=rPage v G Tools ¥

Home | AddtoFavorites |  Sign out

Favorites i Main Menu > Reporting Took > DOL Queries > LWIA Queries > Life to Date Accruzl & Obl Bzl
DOL_WIAL_ACCR_OBL_BAL- Life to Date Accrual & Obl Bal
No matching values were found.
‘ | Unit ‘ Ledger ‘ Account Dept Sum Total Amt
Done lj Local intranet # 100%

_}; start o 1y ... & /= Life to
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Query: List of Active Budget Referenc

This query shows the list of active budget references.

List of Active Budget Referenc - Windows Internet Explorer

GE; - |&] http://heoplesoftstage. labor state.nyenet/psp/psstg/EMPLOYEE/ERP/q/?ICAction =ICQryMamel RL =PUBLIC.DOL _WIAL_LWIA_LED_BALSPORTALPARAN ¥

x.
Fo)[x]| [veseresn (R[]

File Edit “iew Favorites Tools Help

W IEE]-]gAvaname Expenditure B... IféustofActwe Buciget ... XI I M- B = - Page v () Took v

o Home | AddtioFavorites | Sign out
Favgrites © Main Menu > Reporting Tools > DOL Queries » LWIA Queries > List of Active Budget Referenc
DOL_WIAL_BUDGET_REFEREMNCE- List of Active Budget Referenc
Download resulfs in: Excel SpreadSheet CSVTextFile xWLFile (1 kb)
View Al First [] 1-10 of 10 [ Last
SetlD Bud Ref Descr
1 WIAD1 AY09 Stimulus Year 09
2 WIAD1 FY03 Federal Year 08
3 WIAD1 FY09 Federal Year 09
4 WIAD1 FY10 Federal Year 10
5 WIAD1 FY11 Federal Year 11
6 WIAD1 PY0B Program Year 08
7 WIAD1 PY0D9 Program Year 09
8 WIAD1 PY10 Program Year 10
9 WIAD1 PY11 Program Year 11
10 WIAD1 PY12 Program Year 12
Dane 'aLocaI intranat H 100%

3-27-12 Page 49



Query: List of Active Programs

This query shows currently active programs.

QryNamelRL=PUBLIC.DOL_WIAL_LWIA_LED_PALBPORTALPARAN v | ¢ X | [Lie zcarch o=

File Edit “iew Favorites Tools Help

* & |

sh v =hPage * O Tools ~

EEI' I @& bvailable Expenditure B... Ifé List of all Active Prog...

\dd to Favorites:

Favgrites © Main Menu > Reporting Tools > DOL Queries » LWIA Queries > List of all Active Programs
~

DOL_WIAL_PROGRAMS_ACTIVE- List of all Active Programs —

Download resulfs in: Excel SpreadSheet CSVTextFile WLFile (5 kb)

View All First ] 1-48 of 48 [ Last

Eff Date Program Descr Short Desc

1 01/011901 110 Adult- Formula Adult

2 01/011901 120 Dislocated Waorker - Formula DwW

3 01/011901 121 Dislocated Worker Supplemental DW Supp

4 01/011901 130 Youth-Formula Youth

5 01/011901 140 Administration Admin

6 01/011901 150 Adult transfer for DW Services Aditto DW |
7 01/011901 160 DW transfer for Adult Services DW to Adit 7
8 01/011901 170 RR Waiver-Adult Services RR Whr Ad

9 01/011901 171 RR Disc DW GM-TALC-ZINC RR Disc

10 01/011901 172 RR Disc DW Operating Costs RR Disc DW

1" 01/011901 173 RR Disc DW LM,MU VB, Training RR DiscDW

12 01/011901 174 RR Disc DW Supportive Svc RR Disc DW

13 01/011901 175 RR DISC DW-Holcim Cement RR Disc DW

14 01/011901 176 TAA Training TAA Train

15 01/011901 177 TAA Job Search TAA Job St

16 01/011901 178 TAA Relocation TAA Reloca

17 01/011901 180 Stimulus - NEG Replenishment NEG Replen

13 01/011901 185 NEG-Financial District Tri-Sta NEG Financ o
19 01/011901 210 SWA - Adult Supplemental SWA Ad Sup

20 01/011901 220 SWA - Performance Incentive SWA Incent

21 01/011901 230 SWA - ITAPilot SWATA

22 01/011901 241 SWA - DPN 25% Match SWADPN25%

= 01/011901 310 Work Incentive Grant DPN WIG DPN

24 01/011901 an WIG DPN 25% Match WIG 256%

25 01/011901 330 VESID VESID

26 01/0111901 340 Disability Empl Initiative DEI

27 01/011901 410 Stimulus - Adult ARRA Adult

28 01/011901 420 Stimulus - Dislocated Worker ARRADW

29 01/011901 420 Stimulus - Youth ARRA Youth

30 01/011901 440 Stimulus - Administration ARRA Admin 3
24 n4in4nn4 aEn Stirmurlie Al dean fre ML ADDA Ad PN |
=i [ | | & Local intranet - H100% <
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Query: Program Year Expiration Dates

This query shows budget reference (program year) expiration dates.

QryNamelRL=PUBLIC.DOL_WIAL_LWIA_LED_PALBPORTALPARAN v | ¢ X | [Lie zcarch o=

File Edit “iew Favorites Tools Help

* & |

sh v =hPage * O Tools ~

EEI' I @& bvailable Expenditure B... I & Program Year Bxpira.., X

\dd to Favorites:

Favovrtes Mavaenu > Report@ Tools » DOL Quer\es > LWIA guer\es » Program Year Expiration Dates
DOL_WIAL_PRG_YR_EXP_DT- Program Year Expiration Dates
Download resulfs in: Excel SpreadSheet CSVTextFile xWLFile (2 kb)
View Al First [ 1-19 of 19 [ Last
Ledger Grp SetlD Value Begin Date End Date
1 KK_WIA_AER WIADT AY09 02/17/2009 06/30/2011
2 KK_WIA_AER WIADT FY03 10/01/2007 09/30/2010
3 KK_WIA_AER WIADT FY09 10/01/2008 09/30/2011
4 KK_WIA_AER WIADT FY10 10/01/2009 09/30/2012
5 KK_WIA_AER WIADT FY11 10/01/2010 09/30/2013
6 KK_WIA_AER WIADT PYD& 04/01/2008 06/30/2010
7 KK_WIA_AER WIADT PY09 04/01/2009 06/30/2011
8 KK_WIA_AER WIADT PY10 04/01/2010 06/30/2012
9 KK_WIA_AER WIAD1 PY11 04/01/2011 06/30/2014 m
10 KK_WIA_AER WIAD1 PY12 07/01/2012 06/30/2015
1 KK_WIA_CSH WIAD1 AY09 02117/2009 06/30/2011
12 KK_WIA_CSH WIAD1 FY08 10/01/2007 09/30/2010
13 KK_WIA_CSH WIAD1 FY08 10/01/2008 09/30/2011
14 KK_WIA_CSH WIAD1 FY10 10/01/2009 09/30/2012
15 KK_WIA_CSH WIAD1 FY11 10/01/2010 09/30/2013
16 KK_WIA_CSH WIAD1 PY08 04/01/2008 06/30/2011
17 KK_WIA_CSH WIAD1 PY09 04/01/2009 06/30/2011
18 KK_WIA_CSH WIAD1 PY10 04/01/2010 06/30/2012
19 KK_WIA_CSH WIAD1 PY11 04/01/2011 06/30/2014
=== [ | | & Local intranet - H100% <
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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.

& start|

3-27-12

Ho-c0- @ AE-O@& ) - qlllxls [Compatibility Made] - Microsoft Excel -2X
Home Insert Page Layout Formulas Data Review View dd-Ins @ - 7 x
=] % ) ; . -l == - = . *j ﬁj;' Y} || e Insert - X - ? [?a
=] = Arial Unicode v = |10 A a7l _”&9/_‘ Si |||Text g A _'—;‘d S oetete - | G- .
e | E oA [ comtore Somet, 2 | gt roma- | - S Cot
Clipboard = Font F} Alignment Mumbfr = Styles Cells Editing
| D2193 - fe| 110
| D = G H
1 \
2 [Progral ~ [Descr ~ [Bud Ref .7[Account |~ [Descr _~ [Sum Total Amt
2193 [110 Adult - Formula P10 511000 General 130356.590
2194 [110 Adult - Formula PY10 513200 Training - I[TA 39,243.38
2195 [110 Adult - Formula PY10 513500 Training - ©JT 11,663.50
2196 110 Adult - Formula FY 10 "551000 Accrued - General 34996.640
2197 [110 Adult - Formula P10 "553200 Accrued - Training - ITA f‘}' 134,954 43
2198 [110 Adult - Formula P10 "553300 Accrued - Training - Contract 1,120.00
2199 110 Adult - Formula P10 '553500 Accrued - Training - OJT 7,226.90
2200 110 Adult - Formula P10 "591000 Cbligated - General 35711.990
2201 |10 Adult - Formula P10 "593200 Cbligated - Training - ITA 3,525.00
2207 120 Dislocated Worker - Formula P10 "511000 General 28448 810
2208 120 Dislocated Worker - Formula P10 "513200 Training - ITA 61,372.17
2209 120 Dislocated Worker - Formula P10 513500 Training - ©JT 1,796.50
2210 120 Dislocated Worker - Formula P10 551000 Accrued - General 27568280
2211 120 Dislocated Worker - Formula P10 553200 Accrued - Training - [TA 189,944 57
2212 120 Dislocated Worker - Formula P10 553200 Accrued - Training - Contract 520.00
2213 120 Dislocated Worker - Formula P10 "553500 Accrued - Training - OJT 11,508.90
2214 120 Dislocated Worker - Formula FY 10 593100 Obligated - Training - General 30,863.21
2216 121 Dislocated Worker Supplemental FY 10 511000 General 22139.230
2217 121 Dislocated Worker Supplemental FY 10 "513200 Training - ITA 3,891.85
2218 121 Dislocated Worker Supplemental FY 10 "553200 Accrued - Training - ITA 31,587.23
2223 1130 Youth-Formula P10 "511000 General 340517.120
2224 1130 Youth-Formula P10 "513200 Training - ITA 19,701.39
2225|130 Youth-Formula P10 "551000 Accrued - General 97581.040
2226 [130 Youth-Formula P10 "553200 Accrued - Training - [TA 2,983.06
M 4 v sheetl %] [ L I
Ready 32 of 2349 records found Count: 55 |Jw—g @_

ﬁ;‘: 5 Microsoft Offic... = |~ Inbox - Microsoft O... | e LWIA Queties - Mes. .. | @l_] PeopleSaft Training-... | @ Query Manager - Wi. .. | @ httpffpeoplesaft.la. .. | < |l E 12:55 FM
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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.

IR
% - |g, http:/ipeoplesoft.labor, stake, ryer [ESLEd eoplesoft.labor.state.nyenet/psc/psfp_2 /EMPLOYEE/ERP/q,/?ICAction=ICOryNameExcelURL=PUE ;|g|1| Z|
i} by & Query Manager Q_—)\jt/) - IEI http:,l’,l’peoplesoft.Iabor.state.nyenetp’psc;’pst_Z,l’EMPLOYEEJ‘ERP,j |§| |z| ILive Search |E|Z| 2y

i} & ghttp:,l’,ipeoplesoft.labor.stata.nyenet,l’psc,l’psfp_Z,iEMP..‘| | @ o - @ o @Page o @TOOlS -7 I
_ DOL_WIAL_AUDIT_REQUEST - Cash Payments to LWIAs =l
Favorites . Main Menu > Reporting Tools > Q
. o 7| payment start Date: El |
I Check All | Uncheck All | payment End Date: ,7@
el ——— | ¢, 215
e [ | vwiaz | BudRet | Program Descr | [2ayment Date Sum Amount
T DOL_WIAL_ACCOUNT_LIST
T |DOL_WIAL_ACCR_OBL_BAL
I |DOL_WAL_AER_WITH_ACCOUNT
I~ DOL_WIAL_AUDIT_REQUEST
T |DOL_WIAL_AVAIL_CASH_BUDGETS
[T DOL_WIAL_AVAIL_CASH_EXPEMSES
T |DOL_WIAL_AVAIL_EXPENSE_BUDGE]
T | DOL_WIAL_BUDGET_ATTRIBUTES
T |DOL_WIAL_BUDGET_REFERENCE
7 |DOL_WIAL_LWIA_CASH_EXP_CUM
T DOL_WIAL_LWIA_CUM_CASH_DRAW
T |DOL_WIAL_LWIA_JOURNAL_LINES
T | DOL_WIAL_LWIA_LED_BAL
I |DOL_WAL_PRG_YR_EXP_DT
I |DOL_WIAL_PROGRAMS_ACTIVE
Find an Existing Query | Create Mew Query
E
[pore [ [ [ [ [S3cocalintranet ST
~ My Favorite Queries Customize | Find | = First B8 4-2 of 2 L4 Last =

|javascript:submitAction_winD(document.winD,'QR\"RUNEXCEL!tS'); — ’LEF’; lili ,7 rg Laocal intranet | 009 - A

wstartl @ 5 Microsoft ... v| E- Inbox - Micro,.. | @] LWIA Querie... | =1 RE: query - ... | @ Peoplesoft Tr...| g Query Manag..‘l g http: ffpeople. .. || g http://peop... |« E- 1:08 PM
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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.

= http://peoplesoft.labor.state.nyenet/psc/psfp_1/EMPLOYEE/ERP/g/?ICAction=1COryNameURL =PUBLIC.DO - Windows Internet Exp..

(S12 M & hitp: ffpeoplesoft. labor state.nvenet/psc fosfn_1/EMPLOYEE/ERP/q/2ICAction=ICQryNameURL =PUBLIC.DOL _WIAL_COW

Sl #2] [ X | |Live Search P

File Edit “iew Faworites Tools Help
— m »
W I@htip:/',’peuplesuft\ahur‘state.nyenet,’pscfpafp... ] I -8 i - [=hPage ~ & Tools
DOL_WIAL_COW - COW for Cash after 07/01/11
LWIA#:
Program (enter Program or %):
Budget Reference:
View Results
‘ | LWIA# Dept ‘ Program | Descr Bud Ref NOA ! Payment Date Description NOA Amount DD Amount
Done ‘j Local intranet #100% T

&)@ 1:47PM
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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.

= http://peoplesoft.labor.state.nyenet/psc/psfp_1/EMPLOYEE/ERP/g/?ICAction=1COryNameURL =PUBLIC.DO - Windows Internet Exp...

(S12 M & http: ffpeoplesoft. labor state.nvenet/psc/osfn_1/EMPLOYEE/ERP/q/PICACtion=ICQryNameURL=PUBLIC.DOL _WIAL_MSCT | |#2|[ X | |Live Search R
File Edit “iew Faworites Tools Help

— = m »
W I@htip:/',’peuplesuft\ahur‘state.nyenet,’pscfpafp... ] I -8 o - |=FPage v ) Tools =
DOL_WIAL_MSCT - Monthly Stmt of Cash Trans
FIPS: [
Fiscal Year: 0
Period: 0
View Results
‘ ‘ Dept | Descr | Short Desc | Year ‘ Period Program Descr Bud Ref Cash Received from NYSDOL Cash Disbursements
Done ‘j Local intranet #100% T

i start @i
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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:

e Sign on to PeopleSoft

Go to Reporting Tools

e Go to Report Manager

e Click on Explorer Tab
Reports will be listed by:

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

e 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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ows Internet Explorer

X
- v |E] http:/peoplesoft. labor state.nvenet/psp/psf/EMPLOYEE /ERP/s AWEBLIE_PTPP_SC.HOMEPAGE FieldFor mula 1Script_AppHP?pt_fname=FT_REPORTINC v ‘_f ; Live Search P -
Lo Redjial

File Edit “iew Favorites Tools Help

W IQRepUrt Manager ]7| i - o - [ Page v £ Tools +

Home | AddtoFavorites |  Sign out

Favnvrrtes MainvMenu ¥ Repomgg Tools > Report Manager

First | Previous | Next | Last | Left | Right

LE New Window E/ Customize Page E hitp

General

[= DEWS Reports

2 [AER 2011-10-31 AYD9XLS-2011-11-10-13 09.01 417285
2 [AER 2011-10-31 FY11.4LS - 2011-11-10-13.09.16.417300]
[AER 2011-10-31 PY08.XLS - 2011-11-10-13.09.15.843596]
[AER 2011-10-31 PY09.XLS - 2011-11-10-13.09.31.417332]
[AER 2011-10-31 PY10.XLS - 2011-11-10-13.09.30.843628]
[AER 2011-10-31 PY11.XL5 - 2011-11-10-13.09.45 197061
DEWS Albany - Rens

DEWS Orange

DEWS CDO

DEWS Clint-Ess-Fra

DEWS Columbia-Gree

DEWS Dutchess

DEWS Cattaraugus -

DEWS Chautaugua

DEWS C88

Save |

List | Explorer

N Local intranet H100% -
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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.

£ Report Manager - Windows Internet Explorer

G@r | ] http://peapidsaft. labor.state.nyenet/psp/psfn/EMPLOYEE /ERP /5 WEBLIB_PTPP_SC, HOMEPAGE. FieldFor mula.1Script_AppHR?pt_fname=PT_REPORTINCG ¥ || ¥4 | X |Lie Search 2=
File  Edit Wiew Favnrltei Tools  Help

wodr [@RepurtManag

]_1 B - o= - Page v (0 Tools - =

- Home | AddioFavorites |  Sign out
F grtas Main_Menu ® Reort\@ Tools > Report Manager
2 New Windaw E{‘ Customize Page =] http
ReportID: 30893 Process Instance: 27820 Message Log
Name: NVSRUN Process Type: nvision-Report
Run Status: Success
AER_2011-10-31_PY11
Distribution Node: PSFDNT Expiration Date: 111242011
File Size (bytes) Datetime Created
PRG DEPTxs 1,101,649 11/10/2011 1:.09:46.197061PM EST
Distribution ID Type *Distribution 1D
Role DOL_TAA_ADMIN
Role DOL_WIA_DEWS_ADMIN
Done 'ﬂ Local intranet F 100% v
‘s start @ Inbox ft.. 3E: Ch oP.. T PeopleSoft Proced. ..

e 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.

e 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.

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

1. Whatdoldoiflgetlocked out of the system?

e 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.

e |[f 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 | do if new staff is added?

e [f 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 | know if | am an authorized Signatory?

e Alist 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@Iabor.ny.gov, to
obtain a list of authorized signatories for your LWIA or to obtain a new form to change
signatories.

4. When do | need to order cash?

e 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?

e 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 | doif | can’t access the system?

e 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@Ilabor.ny.gov, and contact Workforce Investments. Maryrose
Walsh or Sharie FitzGibbon @ 518-457-9529.
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7. Whatdo | doif | time out of PeopleSoft?

e 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 | do an adjusting cash order (closeout)

e Ifitis 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 | need to do manual Monthly Statement of Daily Cash Transactions (MSDCT) and
Monthly Summary Cash Report (MSCR)?

e 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.

e 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 | do if | Have Program Income?

e 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.
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