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New York State Department of Labor 
W. Averell Harriman State Office Campus 
Building 12, Room 440, Albany, NY 12240  
www.labor.ny.gov 
 

Workforce Development System 
Technical Advisory #11-02.5 

May 17, 2023 

TO: Workforce Development Community 

SUBJECT: UPDATED Financial Reporting and Cash Draw-down Policy and 
Procedures for Workforce Innovation and Opportunity Act (WIOA), Trade 
Adjustment Assistance Act (TAA), and Other Federal Funding 

PURPOSE 

Notify Local Workforce Development Boards (LWDBs) of the New York State 
Department of Labor’s (NYSDOL’s) policy and procedures for Financial Reporting and 
Cash Draw-down for WIOA funding, TAA funding, and other Federal funding, including: 

• Requirements for monthly expenditure and cash reporting; 

• Requirements for Cash draw-down requests; and 

• Penalties for late reporting, inaccurate reporting, and excess cash on hand. 

Rescind and replace Workforce Development System Technical Advisory (WDS TA) 
#11-2.4: UPDATED Financial Reporting and Cash Draw-down Policy and Procedures 
for Workforce Innovations and Opportunities Act, Workforce Investment Act, Trade 
Adjustment Act and Other Federal Funding (June 19, 2015). 

POLICY 

1. Financial reports (e.g., expenditures and cash) for WIOA, TAA, and all other federal 
funds allotted to a local area must be submitted monthly to NYSDOL; 

2. Cash on hand exceeding needs for five (5) days cannot be maintained; and 
3. Organizations that do not meet a reporting deadline, submit an accurate report, 

and/or maintain cash requirements will be subject to penalties upon notification from 
NYSDOL of the occurrence. 

ACTION 

Reporting 
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The following presents procedures for monthly reporting of expenditures and cash, and 
for requesting an extension on reporting deadlines. 

Expenditure Reporting 

Monthly expenditure reporting is required for WIOA and other federal discretionary 
funding, and TAA funding. 

WIOA and Other Federal Discretionary Funding 

Monthly reporting of expenditures for WIOA and other federal discretionary funding is to 
be done via the PeopleSoft financial reporting software.  These monthly expenditure 
reports are due by the 20th day of the month following the month being reported.  To 
report these monthly expenditures, all relevant entries in PeopleSoft must be approved 
by an authorized signatory by the due date.  Attachment A: Entering Workforce 
Innovation and Opportunity Act (WIOA) Fiscal Data in PeopleSoft (PS), provides 
instructions on entering WIOA data into PS.  In addition, questions or comments 
concerning the use of PS may be emailed to the Division of Employment and Workforce 
Solutions (DEWS) Quality Assurance Report mailbox at dews.aers-taa@labor.ny.gov.  

TAA Funding 

Monthly reporting of expenditures for TAA funding is due by the 10th day of the month 
following the month being reported.  To report TAA monthly expenditures, the TAA 
Expenditure Report must be signed by an authorized signatory and submitted to the 
Report mailbox at dews.aers-taa@labor.ny.gov, with a copy to the NYSDOL Financial 
Oversight and Technical Assistance (FOTA) representative for the local area.   

Cash Reporting 

WIOA and Other Federal Discretionary Funding 

Monthly WIOA cash reporting includes two reports:  

1. Monthly Statement of Daily Cash Transactions (MSDTC); and  
2. Monthly Summary Cash Report (MSCR).   

These reports must be signed by an authorized signatory and submitted to the Report 
mailbox at dews.aers-taa@labor.ny.gov by the 20th day of the month following the 
month being reported, with a copy to the FOTA representative for the local area.   

TAA Funding 

Monthly TAA cash reporting includes two reports:  

1. MSDTC; and  

mailto:dews.aers-taa@labor.ny.gov
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2. MSCR.   

These reports must be signed by an authorized signatory and submitted to the Report 
mailbox at dews.aers-taa@labor.ny.gov by the 10th day of the month following the 
month being reported, with a copy to the FOTA representative for the local area.   

Extensions 

In order to avoid penalties, organizations responsible for local area fiscal reporting that 
cannot comply with a reporting due date must: 

• Request an extension in writing no later than close of business the day prior to 
the reporting due date; and  

• Receive approval of this extension; and  

• Submit the reports by the extended due date.   

Extensions are only to be requested for rare circumstances or emergencies that arise 
from unforeseen situations.  Any situation necessitating an extension must be explained 
in the request and include the number of extended days required to submit reports.  
Situations such as scheduled vacations or long-term staffing shortages do not qualify for 
extensions. 

Extensions will be granted for the number of days necessary, up to five (5) business 
days.   

Extension requests must be submitted by the LWDB Director, and/or the Fiscal 
Manager with a copy to the LWDB Director, and must be sent to the DEWS Quality 
Assurance Report mailbox at dews.aers-taa@labor.ny.gov.  NYSDOL approval or 
denial of this request will be sent to the organization responsible for fiscal reporting for 
the local area within one (1) business day.  Reports must be submitted by close of 
business on the last day of the approved extension period, if not sooner. 

NYSDOL reserves the right to deny any local area request for an extension and also 
reserves the right to allow for no extensions to any local area during a quarter-ending 
reporting month (i.e., March, June, September, December). 

Submission of reports during an approved extension period is recorded as late reporting 
for future reference.  Local areas are continually monitored for the number of late 
reports submitted, with State-level technical assistance mandated for any local area 
where a pattern of late reports being submitted is apparent.  

Cash Requests 

Organizations responsible for local area cash requests must submit cash requests 
based on the immediate cash needs of the organization.  

mailto:dews.aers-taa@labor.ny.gov
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Penalties 

Organizations that fail to meet a reporting deadline, report inaccurate information, 
and/or have excess cash on hand will be notified by NYSDOL via email on the day of 
the occurrence.  The notification will be sent to the LWDB Director and the Fiscal 
Manager for the local area. 

The penalties for Late Reporting, Inaccurate Reporting, and/or Excess Cash on Hand 
are described below. 

Late Reporting 

Organizations that do not meet a reporting deadline will be subject to suspension of 
cash draw-downs until the report is submitted.  

Organizations that demonstrate persistent late reporting must attend a formal meeting 
with NYSDOL to discuss mandatory technical assistance to address the problem.  The 
LWDB Chair, LWDB Director, and Fiscal Manager will be required to attend the 
meeting. 

Inaccurate Reporting 

Upon notification from NYSDOL, organizations responsible for fiscal reporting will have 
24 hours to correct an inaccurate report, or will be subject to suspension of cash draw-
downs until the monthly report is accurately reported. 

Excess Cash on Hand 

Upon notification from NYSDOL, organizations responsible for cash requests will have 
24 hours to respond to excess cash on hand.  The response to NYSDOL must include: 

• An explanation for the error; and 

• Action(s) and timeframe to come into compliance. 

The response to NYSDOL must be emailed to dews.aers-taa@labor.ny.gov. 

Organizations that do not respond to the notification will be subject to suspension of 
cash draw-downs until a response is submitted. 

Organizations that demonstrate persistent excessive cash balances will be subject to 
NYSDOL review prior to the approval of individual cash orders.  Further, the 
organization must attend a formal meeting with NYSDOL to discuss mandatory 
technical assistance to address the problem.  The LWDB Chair, LWDB Director, and 
Fiscal Manager will be required to attend the meeting. 

mailto:dews.aers-taa@labor.ny.gov
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REFERENCES 

20 CFR Part 683.200(a) WIOA Final Rule 

INQUIRIES 

Please direct all questions regarding this Technical Advisory to Sharie FitzGibbon at 
(518) 457-9060 or to the DEWS Quality Assurance Report mailbox at dews.aers-
taa@labor.ny.gov. 

ATTACHMENTS 

A. Entering Workforce Innovation and Opportunity Act (WIOA) Fiscal Data in 
PeopleSoft (PS) 
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Overview 
This guide is intended to instruct users on how to enter WIOA data into the PeopleSoft (PS) system. Any 
LWDA needing assistance related to actual expenditures or obligations should contact their FOTA 
representative.  Please contact Albany DEWS Staff for technical questions relating to PeopleSoft.  

Note 
Please note that your screen may look somewhat different from what is presented in this guide as far as 
the order of the fields in a journal. The definitions of the field remain the same, however, regardless of 
their order.  

A Word of Warning 
Accuracy of the data entered is critical for successful data entry of WIOA information.  Incorrect account 
codes, program codes or program years will cause budget errors. Also, while PS will warn you if you go 
over a budget or use incorrect codes, it cannot warn you if you enter incorrect data that does not trigger 
one of the edits in the program. 

For example, you have a budget of $5,000 for WIOA Adult and you wish to enter a $2,500 expenditure. 
You accidently leave off a zero and enter $250. PS will accept this since it is within the budgeted 
amount, but you now have a $2,250 error.  

Contact Information 
If you have problems not covered in this guide or any questions, please contact Albany DEWS staff. 

Sharie FitzGibbon 518-457-9060 sharie.fitzgibbon@labor.ny.gov  
Scott Morschauser 518-457-1419 richard.morschauser@labor.ny.gov  
David Buda  518-457-0371 david.buda@labor.ny.gov  
 
DEWS Report Mailbox: DEWS.aers-taa@labor.ny.gov 
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Accessing PeopleSoft 

Requesting an Account for New Staff 
To request an account for a new staff person, send an email to the DEWS Report Mailbox (DEWS.aers-
taa@labor.ny.gov) including the following information: 

• Name 
• E-mail address 
• Work phone number 
• Work address 
• Level of access required (Data Entry or Supervisory) 
• Account ID, if the person has an existing NYSDS/LDAP account 

 
There are 2 levels of access available for LWDA Staff: 

• Journal Entry level  
o Allows the person to enter and edit journals  

• Supervisory level  
o Allows the person to enter, edit and approve journals 
o To be granted Supervisory level, the person must be a signatory of the CEO, someone 

authorized to sign official documents 
 A person may be added to the list of signatories by contacting DEWS for the 

appropriate form 

Signing on to PeopleSoft  
Once you receive your PeopleSoft account, go to: https://peoplesoft.labor.ny.gov    

Enter your Username and Password.  This will bring you to the PeopleSoft home page. 

mailto:DEWS.aers-taa@labor.ny.gov
mailto:DEWS.aers-taa@labor.ny.gov
https://peoplesoft.labor.ny.gov/
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If You Get Locked Out 
Once in a while, everyone forgets their username or password. Fortunately, PS allows you to have this 
information sent to you on the sign-in page. Click on the appropriate choice and follow the directions. 

 

If you receive a message saying you have exceeded the number of attempts allowed, you will need to 
contact DEWS staff (see Contact Information, page 4) to have your account reset. 

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.   
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Once you have made your changes, you must click on Save at the bottom of the page.    
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Menu Navigation  
There are several ways you can navigate through PeopleSoft.   

1) You may click on the arrow next to the Menu-Classic topic to drill down to sub-categories. 

 

2) You may click on the word in the Menu-Classic topic.  
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3) You may use the Breadcrumbs along the top of the screen.  

 

 

Regardless of how you decide to navigate, you will be brought to a menu of additional options.  If you 
choose to go back to a prior step you may navigate using the breadcrumbs along the top. This will allow 
you to step back to a particular place or you can go back to the main menu.   

NEVER use the back button from your browser. Your session of PeopleSoft will terminate and you will 
have to log back into the system. You may lose whatever data you were working on as well. 
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Journal Entries – General Information 
Journals are the primary means of entering data into PeopleSoft. You will use them to make requests for 
cash as well as report on how you spent your funding every month. 

The Magnifying Glass 

 

The Magnifying Glass is used throughout PS journals.  

 

Clicking on it will give you a list of the choices available to you for that field.  
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For example, clicking on the magnifying glass next to the Program Field will produce this list of all 
currently active program codes available for use (Note: This list may have changed since this guide was 
written. Check PeopleSoft for the most up to date list).  
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Create a New Journal 
• Navigate to General Ledger/Journal/Journal Entries/Create Update Journal Entries. This will 

place you on the Add a New Value tab  
• The Business Unit will default to WIA01; do not change this 
• Journal ID will default to NEXT; do not change this 
• Journal Date will default to the current date.  Update if necessary, depending on the type of 

journal you are creating 
o For example, a monthly report journal should be dated for the last day of the month 

being reported 
o See examples for specific journals later in the manual 

• Click on Add 
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Field Definitions on the Header Tab 
The Header tab allows you to identify what type of journal you are creating. 

• Journal ID: Note the location of the Journal ID for future reference.  
o When you first create a journal, the Journal ID will say “NEXT”. Once you have 

completed and saved or edited the journal, a numeric ID will be assigned. 
• Long Description: enter information that will describe the journal  
• Ledger Group: 

o WIA_CASH - identifies the journal as a cash request 
o WIA_AER - identifies the journal as an expenditure journal 

 Should be used on the ALL expenditure journals that comprise your monthly 
report – cash expenses, accruals and obligations 

• Source:  this field defaults to your LWDA 2-digit code; do not change 
• Reversal: Do Not Generate Reversal 

o This link allows you to create a reversal for Accrual and Obligation journals 
o Do NOT change this for Cash Expense journals 
o See more specific information at Journal Entries – Monthly Report Journals (page 26) 

 

 
 
  



15 

 

Field Definitions on the Lines Tab 
The Lines tab is where you enter the specific data for your cash request or monthly report.  

• Unit: Defaults to WIA01; do not change 
• Ledger: Populated from the Header tab, cannot be changed 
• Account: Identifies the type of activity you wish to record  

o Account codes are always 6 digits long 
 For example, account code 410000 represents a cash request and should only 

be used on journals using the WIA_CASH ledger 
o Codes beginning with 51 represent cash expenses, use with WIA_AER ledger 
o Codes beginning with 55 represent accruals, use with WIA_AER ledger 
o Codes beginning with 59 represent obligations, use with WIA_AER ledger 
o A list of active account codes can be seen by clicking on the magnifying glass or by 

running a query entitled “Active Account List” (see Queries, Active Account List, page 
49) 

• Fund: The fund code is always 26251 
• Dept: This is your 5-digit FIPS code, beginning with 36 
• Program: Identifies the program the expense or cash request is associated with 

o For example, code 110 represents WIOA Adult formula funds 
o A list of active account codes can be seen by clicking on the magnifying glass or by 

running a query entitled “List of Active Programs” (see Queries, List of Active Programs, 
page 62) 

• Bud Ref: This is the Program Year of the funding you wish to use 
o For example, PY23 for WIOA transactions 

• Chartfield 1: Used to identify In-School and Out-of-School Youth 
o Code 11000 - In-School Youth 
o Code 12000 - Out-of-School Youth 
o If you use program code 130 (WIOA Youth), you must identify if the entry is for In-

School or Out-of-School Youth; PS will return an error if you don’t 
• Amount: self-explanatory; see the Journal Entries section for specifics 
• Add/Remove a line: The “+” box adds another line to your journal. The “-“ box removes a line if 

you have checked the “Select” box next to it. 
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Field Definitions on the Approval Tab 
The Approval Tab must be completed by staff with Supervisory permission before the entry can be 
processed by DEWS staff. Staff with Journal Entry permission can create the journal, validate it and press 
the Submit button to prepare the journal for the final approval by Supervisory staff. Once the journal 
has been reviewed and edited, the Supervisory staff should click on the Submit button to indicate their 
approval of the journal and signal DEWS staff to process it. The Approval Action is set to “Approve” by 
default; there is no need to change it. 

The entry below shows a journal which has been approved by the LWDA but has not been processed by 
DEWS central staff. 

 
 
The Totals and Errors tabs are not used a great deal and can be ignored.  
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Find an Existing Journal 
To find a journal in PeopleSoft, follow the path below, to the Create/Update Journal Entries page. 

 

Click on the Find an Existing Value tab 
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There are 2 main search criteria on this tab to assist you in finding a journal – Journal ID and Journal 
Date. The first means of finding a journal requires you to have the Journal ID number. Enter the ID 
number in the field labeled Journal ID. While journal entries are often referred to without the leading 
zeroes, those digits must be entered to retrieve the journal. Clear all other fields except Business Unit. 
Click on Search. 
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The journal will appear.  
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The second method is to use the Journal Date field. Note the choices available in the Journal Date 
dropdown box. If you know the exact date the journal was dated, you can enter that in the field and 
click on Search. 
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If you are unsure of the exact date but know approximately when it was entered, use the “between” 
choice. Choosing “between” will open up a second date box and allow you to search a range of time. 
Again, be sure to clear all other cells, except Business Unit, when using this option. Click Search. 
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Journal Entries – Cash Requests 

General Information 
Cash requests can be made at any time. To be processed on the same day, they must be entered and 
approved in PS by 11:30 AM. Requests entered after this time will be processed the next business day. 

Please remember, per federal guidelines, 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: 

Cash Requested by 11:30 AM on:  Will be deposited on the 
following: 

Monday Friday 
Tuesday Monday 
Wednesday Tuesday 
Thursday Wednesday 
Friday Thursday 

Ordering guidelines for holiday periods will be provided via email by Workforce Investment staff. 

For cash journals, the account code 410000 is used for all lines, except the offset line which is 100000. 
Program codes should be used to identify which program you wish to draw cash from.  
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Entering a Cash Order 
First, create a new journal. 

Remember when creating a new journal, it is very important what date you use. For cash orders, you 
may allow the date to default to the current day or you may enter a future date. Journals with future 
dates will not be processed until that date. This can be very handy if you know you will not be available 
to make the entry on that particular date. Click on Add. 

After creating a new journal, enter the information in the Header tab as described under Field 
Definitions on the Header Tab (page 13). In the case of a cash request, the Ledger Group should be 
WIA_CASH.  
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On the Lines tab, input your information as explained under Field Definitions on the Lines Tab (page 14). 

Please note: In the Amount field, you must input the amount as a negative for cash requests.  A 
positive amount returns funds to NYSDOL.  

 

 

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:   

• Account #- 100000.  The unit, ledger and amount will be populated automatically.  You must 
delete the fund and department on the offset line for the entry to be valid. 

• Amount – PeopleSoft will calculate this automatically. 
 
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.  

Once you have completed the entry of all journal lines, the entry must be edited and approved to be 
completed (see Editing the Journal, page 35 and Approving the Journal, page 37). 

NYSDOL will complete the journal by approving and posting the journal. The cash draw down request 
can be reviewed once it is posted to determine the scheduled payment date.  This is the date the cash 
will be deposited into the LWDA’s bank account and is the date that should be used on the Monthly 
Statement of Daily Cash Transactions (MSDCT). It is on the Header tab of the journal, as shown below. 
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Journal Entries – Monthly Report Journals 

General Information 
WIOA monthly reports are due on the 20th day of the month following the month being reported. For 
example, for the month of January, the report is due on February 20th. If the 20th falls on a weekend or 
holiday, the report is due by close of business on the next business day. 

The Workforce Innovation and Opportunity Act requires accounting using accrued expenditures. To 
accommodate that need, PeopleSoft has 3 sets of account codes: 

• Cash expenditures 
o Start with 51 

 For example, an Admin cash expenditure is code 516000 
• Accruals 

o Start with 55 
 For example, an Admin accrual is code 556000 

• Obligations 
o Start with 59 

 For example, an Admin obligation is code 596000 
 
A list of active account codes can be found by clicking on the magnifying glass next to the Account field 
or by running a query entitled “Active Account List” (see Queries, Active Account List, page 49).  

Because accruals and obligations must be reversed every month, they cannot be combined in the same 
journal with cash expenditures, which must not be reversed. PeopleSoft will return an error if such a 
combination is entered. 
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Entering a Monthly Report Journal – Cash Expenditures 
First, create a new journal. 

 

Remember when creating a new journal, it is very important what date you use. Monthly Report 
Journals should always be dated on the last day of the month you are reporting on. 

After creating a new journal, enter the information in the Header tab as described under Field 
Definitions on the Header Tab (page 13). In the case of the monthly report, the Ledger Group should be 
WIA_AER.  
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On the Lines tab, input your information as explained under Field Definitions on the Lines Tab (page 14). 
Be sure to only use Account codes beginning with “51”. Use the “+” box to add new lines. 

Please note: In the Amount field, you must input the amount as a positive for cash expenses.  A 
negative amount reduces your expenditures.  
 

 
 
Continue entering lines until you have entered your entire report for the month. Note that it is NOT 
necessary to create separate journals for each program you are reporting on, but, if it helps keep you 
organized, you certainly may. 

Once you have completed all the lines for your report journal, add one more line.  This is your offset 
line.  For offsets you only enter:   

• Account code – 210000  
o You must delete the entries in the fund, program, department and bud ref fields on the 

offset line; leave them blank 
• Amount – PeopleSoft will calculate this automatically. 
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Once you have completed the entry of all journal lines, the entry must be edited and approved to be 
completed (see Editing the Journal, page 35 and Approving the Journal, page 37). 

Entering a Monthly Report Journal – Stand-In Costs 
Stand-in costs are costs paid from non-Federal sources that a recipient proposes to substitute for 
Federal costs that have been disallowed because of an audit or other review. To be considered as valid 
substitutions, the costs:  

• must 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 and  

• must have been incurred in compliance with laws, regulations and contractual provisions 
governing WIOA and  

• must not result in a violation of any applicable cost limitations.  
 
Stand-in costs may be entered into PeopleSoft as part of your monthly cash expenditure journal (see 
Entering Cash Expenditures, page 27) or as a separate journal. The account code used for these costs is 
111000 and the offset code is 210000, the same as the offset for cash expenditure journals. Stand-in 
costs should not be reversed.  
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Entering a Monthly Report Journal – Accruals and Obligations 
After creating a new journal (see Creating a New Journal, page 12), enter the information in the Header 
tab as described under Field Definitions on the Header Tab (page 13). In the case of the monthly report, 
the Ledger Group should be WIA_AER. 
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Accruals and obligations MUST be reversed every month. To set the reversal, click on the “Reversal: Do 
Not Generate Reversal” text. 
 

 
 
Click on the dialog button for “Beginning of Next Period” then click OK.  
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The Header page will now reflect the reversal. 
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On the Lines tab, input your information as explained under Field Definitions on the Lines Tab (page 14). 
Be sure to only use Account codes beginning with “55” (accruals) or “59” (obligations). Use the “+” box 
to add new lines. The entry below shows accrual entries. 

 
 
Once you have completed all the lines for your accrual/obligation journal, add one more line.  This is 
your offset line.  For offsets you only enter:   

• Account code – 210000  
o You must delete the entries in the fund, program, department and bud ref fields on the 

offset line; leave them blank 
• Amount – PeopleSoft will calculate this automatically. 
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Once you have completed the entry of all journal lines, the entry must be edited and approved to be 
completed (see Editing the Journal, page 35 and Approving the Journal, page 37). 
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Journal Entries – Validating and Approving Journals 

Validating a Journal 
Once all your lines are entered, you must validate the journal. Validating the journal allows PeopleSoft 
to budget check the entries and alert you to errors prior to finalizing the entry. The Journal and Budget 
Statuses prior to editing will be “N”. 

 To edit the journal:  
• Make sure the drop-down menu says Edit Journal (this is the default) 
• Click the Process button 

 

 

While the journal is being processed, a spinning wheel will appear in the upper right-hand corner. 
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Once the journal is validated and there are no errors, the Journal and Budget Status should both change 
to “V”.   

 

 If the Journal or Budget status is “E”, it is necessary to correct the error (see Error Correction, page 38). 
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Approving a Journal 
The Approval Tab must be completed by staff with Supervisory permissions before the entry can be 
processed by DEWS staff. Once the journal has been reviewed and edited, the supervisory staff should 
click on the Submit button to indicate their approval of the journal and signal DEWS staff to process it.  

 

Please note: If you make a change to a journal AFTER it has been approved, you must reapprove it. 
Saving an approved journal has the effect of wiping out the approval.  
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Journal Entries – Error Correction 

 

This journal shows an error in the Budget Status. There are special cases where errors may also occur in 
the Journal Status. 

Error Correction – Data Entry Errors 
Errors in PeopleSoft generally come in 2 forms – data entry errors and budget errors. Data entry errors 
are the most common; everybody has had the experience of typing an incorrect number in a field or a 
correct number in the wrong field. The first step in error correction is to review your data and make any 
typing corrections needed. Here are a few things to watch for: 

• If you are reporting Youth expenses, have you filled in Chartfield 1 with the appropriate in-
School/Out-of-School codes? 

o This is one of those special cases that will result in a Journal Status error, rather than a 
Budget error 

• Does your offset amount match the negative total of your expenses? 
o While PS will automatically calculate the offset for you if it is the last line you enter, if 

you add more expense lines below the offset line, the figure will not recalculate. 
• Are your account codes correct? 

o It is very easy to leave a zero off the end of account codes. Remember that account 
codes are always 6 digits long. 

 
If you discover any such errors, make whatever corrections are necessary and re-validate the journal. 
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Error Correction – Budget Status Errors 
Once you have determined that all data is entered as you intended it and you still have an “E” in a status 
line, it is time to dig deeper into PS to determine the cause. 

  

To identify a Budget Status error, click on the “E”.  This will open a new window entitled “Commitment 
Control; Review Budget Check Exceptions”.  This screen will identify the error(s). 

 

In this case, the error, or “exception” as it is called in PS, is one of the lines in the journal exceeds budget 
tolerance. In common English, this means that the expense goes over the amount budgeted for that 
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category or program. Each journal line is checked individually, so if you have multiple errors, you will 
have one exception entry for each line in error.  

On this screen, you have 2 options to choose from to get further information – Details or Transfer. 

 

If you click on the magnifying glass under Details, a page entitled “General Ledger Journal Line Drill 
Down” will open.   
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This tells you which line in your journal is generating this error. To return to the list of exceptions, click 
on OK.  

If you click on the second option, Transfer, you will open a new screen which offers you 2 more options.  
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The one entitled “Go to Budget Exceptions” is not useful for our purposes, as it only lists off the errors 
again. Choose the one entitled “Go to Budget Inquiry”. This will open a page entitled “Commitment 
Control Budget Details”.  
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There are several valuable pieces of data on this page.  

• Budget is the total amount you may spend on that program in that program year 
o Notice that the program and program year are listed in the top row of the page 

• Expense indicates how much you have already reported as spent, in this case nothing 
• Available Budget indicates how much remains unspent 

 
This page indicates that the Budget and Available Budget for the program 110 (WIOA Adult) program 
year PY10 are $333,276.10. The journal attempted to record an expenditure of $1,000,000.00, clearly 
well over both budget limits.  

Once the error is identified, return to the journal and make whatever corrections are necessary. Re-
validate the journal. 
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Error Correction – Journal Status Errors 

 

Journal Status errors are relatively uncommon. There is one circumstance, however, which will reliably 
generate this error every time. In this case, PS flags the error with a large “X” next to the line as well as 
showing an “E” in the Journal Status. 

Click on either the “X” or the “E” or click on the Errors tab to see further details. 
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The error is described as a combo error between certain fields. As you can see from the journal entry on 
the previous page, the Account code is 513200, Training – ITA, the Program code is 130, Youth – 
Formula, and Chartfield 1 is left blank.  

With Youth funding, it is required by WIOA that expenditures be identified as applying to in-school or 
out-of-school. Chartfield 1 is the field in which this distinction is made (see Field Definitions for the Lines 
Tab, page 14). Leaving this field blank triggers the Journal Status error. 

Return to the Lines tab and fill in the appropriate value in Chartfield 1 for all Youth entries. 

Error Correction – Unusual Errors 
Occasionally, you will run across errors which you will not be able to fix. If you click on the “E” in your 
journal and the exception message is one of the following, you must contact Albany DEWS staff (Contact 
Info, page 4). 

• Outside Expired Date Range 
• Funding has Expired 

 
Both errors require updates to PeopleSoft which can only be done centrally. 
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Queries 

General Information 

 

Queries are available to assist you in answering specific questions in PeopleSoft. We encourage LWDAs 
to inform us if there are other data you would like to see drawn from queries. We can always develop 
new queries if they are needed. 
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Queries – Using Criteria 
Most queries are run without the need for criteria. They are intended to show current balances, such as 
the Available Cash Balances, or all data, such as Journal Lines. However, certain queries require you to 
enter criteria to narrow your results.  

The Wildcard 
In some cases, you may be able to use a “wildcard” value to get all data, not limited to certain values. In 
PS, the wildcard is the percent symbol – %. 

 

In this example, the wildcard has been entered in both the Program and Budget Reference fields. The 
data returned will include ALL Programs and Budget References for this LWDA. You may also use the 
wildcard in just one field. For example, if you wanted to view all Budget References for your Adult 
Formula funds, you would enter Program code 110 and the wildcard in the Budget Reference field. 

Fiscal Year and Accounting Period Criteria 
In this query, PS requires a Fiscal Year and Accounting Period. 

 

The WIOA program year starts in July and runs to June, with July being period 1 and June being period 
12. For the date July 15, 2013, you would say you were in Fiscal Year 2013, period 1; March 19, 2013 
would be Fiscal Year 2012, Period 9.  
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This allows you to check not only your most recent data (by entering the current Fiscal Year and Period) 
but also allows you to check prior periods. 

Queries – Viewing Data 
Once you have run your query, you may choose to view it in several ways. For our purposes, the HTML 
view (shown below) and Excel view are the important ones. HTML view is useful if you do not need to 
manipulate the data, just review it. It is the default view when you run a query. 

Note that only the first 100 entries are shown in HTML view. You can click on “View All” to see all the 
entries. 

 
 
If you click on the “Excel Spreadsheet” text above the data, PS will download the data to an Excel 
workbook where you can manipulate it. 
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Specific Queries 
Listed below are some specific queries and an explanation of the data retrieved using them. Please note 
that you should not rely on these screenshots for the data in the query. It may have changed since this 
guide was completed. 

AER with Memo Account Detail 
This query shows cumulative cash expenditures broken out by Account. It includes the current month 
Accruals or Obligations, but not prior months. Unlike the Cumulative Cash Expenditures query, this one 
allows you to look at prior data by entering a Fiscal Year and Period. 
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Available Cash Budgets 
This query lists the amount of cash available for each program for your LWDA.  This represents your 
allocation minus cash requests to date.  If you request cash and get a budget error, you should use this 
query to check your available balance. This query does not show amounts equal to zero. If you do not 
see a program listed, it means you have drawn all available cash for that program. 
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Available Cash Expenses 
This query shows available cash expenditures.  This represents your allocation minus cash expenditures 
reported to date (excludes accruals and obligations).  This query does not show amounts equal to zero. 
If you do not see a program listed, it means you have reported expenditures equal to your allocation. 
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Available Expenditure Budgets 
This query shows available expenditures.  This is your allocation minus all reported expenditures which 
includes accruals/and or obligations.  If you compare this with your monthly accrued expenditure 
report, the “Sum Total Amt” represents your allocation minus the higher of either total accrued 
expenditures or total obligations.   
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Cash Payments 
With this query, you can request a list of cash payments made to the LWDA for a specified period.  The 
dates represent payment dates to the LWDA. Please remember that the date is NOT the date the cash 
was requested but the date the payment was deposited in your bank account (see Journal Entries - Cash 
Requests, page 22). 
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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 to date. COW (Cash Order Worksheet) is the term we used prior to PeopleSoft for an Excel 
worksheet which tracked the same data as this query.  
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Cumulative Cash Draws 
This query shows cumulative cash requests to date by the LWDA.  This query is sorted by Budget 
Reference and Program.  Only cash requests that have been posted by NYSDOL are shown; pending 
requests are not included.   
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Cumulative Cash Expenditures  
This query shows cumulative cash expenditures broken out by Account reported to date.  It does not 
include Accruals or Obligations. This query is sorted by Budget Reference and Program Year. It is very 
similar to the AER with Memo Account Detail (see page 50) except that this query shows all data. The 
AER w/MAD has criteria fields which allow you to view past data. 
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Journal Lines 
This query will list ALL journal line entries for an individual LWDA. It is sorted by Ledger Group then 
Date. It can be an invaluable resource when researching errors. 
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Monthly Stmt of Cash Trans.   
This query lists a LWDA's cash draws (cash received from NYSDOL) and cash expenses (cash 
disbursements) by Fiscal Year and Period.  This query reflects a LWDA's monthly cash report (MSCR). 
TAA program codes (176, 177, and 178) are not included. 
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Reports 

General Information 

 

Reports will be run one day after the monthly reports are due.  All LWDAs should review their reports 
and make any corrections necessary within 5 business days after the reports are due (20th).  Expenditure 
reports will be re-run by the last day of the month. Any reporting problems discovered after this point 
should be corrected the following month. These reports serve as the official records of the department. 

PeopleSoft reports are deleted after 14 days. You may request the reports for a given month to be rerun 
but the request will be subject to workload considerations and may not be done immediately. 

Downloading Reports 
Reports can be accessed in 2 ways – on the home page of PeopleSoft or in the Report Manager. 
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My Reports 

  

On the PS home page, you can personalize the view to include a box entitled “My Reports” (see 
PeopleSoft Personalization, page 6). When reports are run for your LWDA as described above, they will 
automatically show up in this box.  

Click on the report you wish to view. A screen titled “Report Index” will appear. Click on the report 
located under “File List”.  

 

Your report will open in Excel. Save a copy to your desktop. 
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Report Manager 
If you have not added “My Reports” to your homepage, you may also access reports via the Report 
Manager (see navigation at the beginning of this section). 

 

Click on Explorer Tab. 

 

Click on the envelope with the plus sign to view reports. 
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The report names can be interpreted as follows: 

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

Click on the report you would like to view. It will open in Excel. Save a copy to your desktop. If there are 
multiple versions of the same report you should always choose the report with the most current run 
date/time.    
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