Region 4 Workforce Investment Board
Track One Fiscal Module

PURPOSE: Regional use of the Fiscal Module
REFERENCES: DWD Communication and Track-One Technical Guidance Bulletin TTGB 2006-11

CONTENT: Department of Workforce Development has determined that the full fiscal module available
in TrackOne will be used by all regions. This policy sets expectations and guidance for the use of the
fiscal module in Region 4 to ensure consistent, accurate, and complete recording of customer when
funds are expended. Case files are subject to monitoring and data validation reviews.

This document walks through the process step-by-step for using the TrackOne fiscal module. The

purpose of this flow is to show how accounts are created, an obligation is created, and how the voucher
is issued/scanned into TrackOne.

Once an application has been created, eligibility has been established, and a training or supportive service is going to

be be provided; the user will set up a new account or add additional accounts by accessing the “Accounts” icon from
the dropdown gear next to the application.

I Uzer Home Case Management
®

Sodal Security Mumber: 901-33-1572
Date of Birth: 4/5/1960 12:00:00 AM

ﬁv r‘ ackson, Andrew

Enrolimeit and Application

¢ Favorites
[ Add New Client
[re'] Find Client

The list belov}displays the client's enrollments/applications. An enrollment is automatically created when a Core Senvice is created for a
Case Management Options new client. TR create an _applicat_iorj for Inte_nsi-_re Semices, select the Create Application option from _the Action menu next to the_
3 Client Home Page Enro_llment reqord. To edit an existing application, select Edit Application. Use the Accounts menu |tem to attac_h ITA or Supportive
Senvices accofnts to the enroliment. Use Monthly Contacts and Follow-Up to record regular contacts with the client.
@ [ Reminders/Tasks

@ B Edit Participant

_Cancel x

[ Services
3\""0"" Histary 1 records found.
B Miitary History Participa tion Date Exit Date App. Date Interviewer  Organization Region Eligibility
3 Enr::llment and Application i'} 6’:" View Ralgistration 5/27/2011 Jason Shaw At Work Seolutions ARRA Adult

Gi
(0 Soals I"“";(’Edit Redistration
o | Case Notes 1=
[C7 Credentials T;_(’Edit Applcation
[C]Test Results

~ Accounts
S48 Monthly Contact
&8 Follow Ups
mExit Information
Print App/Enrollment
Print ISS
4# Planned Gap in Service (New)
& View Planned Gaps

H—: Admini . Ad_just Enroliment
=7 ministration

4w YHCC Work Readiness Assessment
Eﬁ Case Management
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Once you get to the Account Summary Screen select “Add New”

I User Home Case Management

LY - H Sodial Security Num_bgr: 901-39-1572
. ﬁ”’ Jackson, Andrew Date of Birth:  4/5/1960 12:00:00 AM
¢ Favorites

[ Add Mew Client 5/27/2011
[y Find Client Client Accounts \

Case Management Options The accounts (ITA, Support, etc.) for this client are listed below. Click Add New to set up a new accoun
/2% Client Home Page

@ | Reminders Tasks [\Add MNew o ” Cancel % ]
@ P edit Participant

[ Services 0 records found.

3 work History Start Funding Initial Pending Approved Reman.iing
&3 miiitary History

[ Enroliment and Application

[ Goals

. | Case Notes

Source Balance Obligations Obligations Balance

The “Add New Account” screen will only show the accounts that the client is eligible for and only the accounts
attached to your office(s), select the appropriate account from that drop down list.

I User Home: Case Management
T

- Social Security Mumber: 901-39-1572

. & # H Jackson, Andrew Date of Birth:  4/5/1960 12:00:00 AM
<.¢ Favorites

[ Add New Client

[ Find Client

5/27/2011 W Client Accounts

Participant Account - New

Case Management Options
“2¥ Client Home Page
@ [ Reminders /Tasks The Opening Balance for the new account cannot be more the the maximum all®ved for the funding source.

Select the Funding Source for the new account. Only funding sources for whilh the participant is currently eligible are listed.

0 B Edit Participant
Funding Source:™

[T Services - SELECT -+
3 Work History Maximum Amount:
3 Military History Total Fund< Available: WA Adult - ITA - AtWaork - PY12-13
- WIA Adult - Support - AtWork - PY12-13
[CJ Enrollment and Application Funds Available From:
[ Goals To:

[ Credentials Start Date:™ I:Ill

Once an account is selected, the available balance and account date information will auto-fill. The Total Funds Available
Field represents the total amount of funds left for your office under the funding stream the client was eligible for you
selected. Each account is given a “Maximum Amount per Client” that the opening balance cannot exceed. The
Maximum amount has been sent for the region. Maximum for ITA’s is $4500 per program year and maximum for
Supportive Services is $1000 per year. OJT amounts will vary per client and may need a T-1 account limit adjustment.
Fill in the Opening Balance with the amount your client will need for the semester, the certification or supportive
service. Example: $2650 for training, $560 for books or $50 gas reimbursement. The amount you enter in this field
‘holds’ and reduces the Total Funds Available for your office. We do not want to have funds ‘held’ that won’t be fully
used. date, the end of the program year. For supportive services the date can be ‘today’s date’ (one time service) or
fiscal year for on-going type of supportive service.

oo T Coe Manegemert

Sodial Security Mumber: 901-39-1572
L ﬁ ¥ H placksoisndi=a) Date of Birth: 451960 12:00:00 AM
¢ Favorites
[ Add New Client 5/27/2011 W Client Accounts
[iq Find Client Participant Account - New
Case Management Options Select the Funding Source for the new account. Only funding sources for which the participant is currently eligible are listed.
/2% Client Home Page
& (2] Reminders Tasks The Opening Balance for the new account cannot be more the the maximum allowed for the funding source.
@ B Edit Participant .
[ Services Funding Source:™ | y|a Adult - ITA - AtWork - PY12-13 b
3 Wark Histary Maximum Amount:  $3.000.00
3 Military History Total Funds Available:  $100,000.00
[~ Enroliment and Application Funds Available From: 07/01/2012
[C1Goals To: 06/30/2013
o] Case Notes Opening Balance:~ 3000.00




Once the account has been added and saved, the account information should appear on the “Account Summary”
screen. The Initial Balance on this screen reflects what you entered as a Beginning Balance. As obligations are
added, this screen will begin to show pending and approved obligations.

I User Home Case Management
T

e Sodial Security Mumbeg: 901-39-1572

. 4& v P‘! Jackson, Andrew Date of Birth:  4/5/§960 12:00:00 AM
- Favorites

[ Add New Client

[y Find Client

5/27/2011

Client Accounts

Case Management Options
{:’ Client Home Page
# |ZF Reminders/Tasks
1 R Edit Participant

The accounts (ITA, Support, etc.) for this client are lis§ed below. Click Add New to set up a new account.

[ Add New @ ][ Cancel 3 ]

[ Services 1 records found.

3 Work History Start _Pent_:lin A_ rctved Remaining End

3 miitary History - Balance Obligations Obligations Balance Date

(= Enraliment and Application % 77172012 WA Adult - TTA - Antori - $3,000.00 $0.00 £0.00 $3,000.00 §/30/2013
[ Goals

le | Case Notes

[C7 Credentials

[C]Test Results

When the account has been set up completely, the service can be added by going to the Services screen and clicking
the “Add Training Service” button. Using the appropriate ‘Status’ (Referred/Waiting, Active, Completed,
Terminated/Revoked, Withdrew before completing, Unsuccessful Completion, Failed to Report) complete the training
activity screen (see below)
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Select a “Service Category” and “Funding Stream” from the drop down boxes. Once a category and funding stream are
selected, click the magnifying glass next to the “Activity/Service Title” field to look up the exact service.

The Begin Date for training services must be the date the on which the individual’s training actually begins. The training
service should not be future dated.

“r Favoritas
T e have et
[ Find Chent

W4 WA ACLivities
Activity
T add an actraty. enier the following indormation

Case Management Options
% Cientome Paze

H | ErrardersTacks Begin Date:™ |g71e2012 =
! ‘;I;r;w . Sarvica Category:™ 1 Taning Senices =
3 ding st ™ [
Werk Higtory Funding Stream:™ | Wii-Aduk ¥
Mty ity Activily f Service Tithe: ™ &
(")Envolment anc Applcation Line Code:
-] Service Type:
o | riten Pravider:
Credentals Type of Vouchers Allowed:
) Test Rt Tralning Provider ID:
O*Nel Code: I":'r
D*MNat Thla:

Summeary Descriplion:
Status:® 5P por *
Planned End Date:™ [qrrmons =
Actual End Date: &=
Racord Craatad Ry:

Sanvice Motes-A notes fisld is provided for any justificabion, mtionals or detailed information necessarny for monionng purposes. Pleass

ii__, Adminkstration usa accordingly. Nolas in this fald will ba vewabls by all ugsen

Snrwlre Mnteo:

|| Case Management [ 5avew || Pausell || Cancal X |
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On the “Service Lookup” screen, select the Service Type, and then select the provider (vendor that will provide the
service) from the drop down list.

I LOMMUAITY LESMINg HeTwen
el [y Tirch - Anderson
® Loockup by Tach - East Chicago
y Tech - Elkhan
Available Services by Tech - Ft. Wayne

by Trch - Gar
Lervice titles for the selected
Provider selections (o narmow | by Tech - Kokome
Eroie: by Tech - Latayeite
by Tech - Lawvencibung
Click on an item in the list (o plhy Tech - Manon
key Tech - Marion - HVALC
Service Type: by Tech - Manon = GMAW
ky Tach - Michagan City
Provider: key Tech - South Dend - 220 Dean Johnson Dhd
Bervice Title: |y Tech - South Bend FHEG
by Taech - Tere Hautie
ky Tach - Valparaiso
by Tech - Warsaw
by Tech = Lawrencebung Campus
ky Tech = Manon Censication Center
Ivy Tech Central Office

[ Search & || Cancei2¢ |

After a “Provider” is selected, click the search button to get a list of corresponding services.

® Lookup

Available Services

. |Senvice titles for the selected Funding Stream are listed below. You can use the Category, Service Type, and
|Provider selections to narrow the search. The Service Title box will match all titles beginning with the text in the
|box.

Click on an item in the list to place the client into the selected senvice.
Service Type: | Occupational Skills Training v

Provider: |

Service Title: | |

2 records found.

Iwy Tech - Iwy Tech - : Patient Access Fundamentals & Occupational Skills 20 Trainin
Indianapolis HWAC Fu Training g
Ivy Tech - e Occupational Skills o
Trdiananols Ivy Tech - Training e 20 Training

[ Search £ ]l Cancel % J 4

Note: If the vendor and/or service are not listed, contact your team leader. Team leaders will work with Tina to request

@Work Solutions to have them added.
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Once a service is selected, the service type information will auto fill. Fill in the rest of the necessary information for the
service and click “Save”. Note for CPT training use ONET code 51-209200 Title — Team Assemblers

Liasr Home Case Manngrment
. Secial S
T ‘&'S P‘ lackson, Andress Date of B
2 Favorites .
[ A o Chent W4 WIA Activities
[ Find cChent Activity
Case Management Options T incld an aactraly, et Uhe falloeang information
% Clent Home Page
o | g Remiecter s Tasks Deegin Dale:™
= .iEEilP‘M lpant Service Cabegory:®
i“ ¢ Hiator Funding Stream:”
Wi ¥
imuvmhr Activity fService Titla:*
CErrolment and Applcaton i Ceaelee:
CGoak Bewrwicer Typoee:
o | Cast Nobes Provwidier:
Cpcredentisls Typoer of Vouchers Alloweesd:
CaTest Resubs Training Provider 11

[ Administration

[ case Management

D*Nat Coda:

o Nat Titla:
Summary Description:
Status:®
Plammeed Fool Dalee:®
Actual Fol Dale:
Record Crealed By :

Service Motes-A notes field is provided for any justification. rationale or detailed information necessary for monitoning puposes. Please

use accordingly. Noles m this held will be newable by all users,

Bearwrice Moles-

07162012 75
3 Traming Semces o
WiA-Aduli e
by Tech - Traming 5'--
20
Oecupatmnal Skills Tranmng
by Tarch - Inliianapahs
Training
&
Active ",

0652013 [

ISW ][ Pause [ ] Cancel x. e

After the service has been saved, it will appear on the “Service Summary Screen” along with the “Voucher Type” that can be
attached to that service.

User Home

<'¢ Favorites
[ Add Mew Client
re | Find Client

Case Management Options

/h Client Home Page

# | Reminders Tasks

@ 3 edit Particpant
[Z] Services
3 Work History
3 Military History
[Z3Enroliment and Application
[ Goals
o | Case Notes
[Z7 Credentials
[C Test Results

Sodial Security Number: 901-39-1572
Date of Birth:

‘Av H Jackson, Andrew

4/5/1960 12:00:00 AM

The client’s activities/serices are displayed below. The most recent items are listed first.

To add a new activity, click the Add New button. To edit an existing activity, click the Action icon next to the d

Edit from the menu.

sired record and select

Add Caore/Self-Senice @

Add Stafi-Assisled @ || Cancel X |

4 records found.

Provider

Stream

Funding

Planned

Fe ] R . Ivy Tech - _
& 4 7/16/2012 Iwy Tech - Training Indianapolis WIA-Adult 20 6/15/2013
.. Indiana
! Self-help - Community Wagner-
-? 8/19/2011 FezTire Tnrer e g an WorkOne Peyser o 8/19/2011
System
- Indiana
Fe Staff-assisted - Wagner-
& 5/27/2011 Referral to Employment WorkOne Peyser CE 5/27/2011
System
Indiana e
“‘ 5/27/2011 Workshop - Job Search WorkOne P g = 5/27/2011
o e eyser
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Actual End Vc ucher
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Training

Obligations

7/12/2012

5/27/2011

5/27/2011




At the time the service is added you, must add the obligation. Click the gear next to the service that you want to add the
obligation to, and select the “Obligations” icon.

> https:/iwwwr. trackone in.com/TPapall -1 AP rimaryiey-JASLClier (ScreanWidth-1024ACHen5craent laight- - Intarnet Cxplorar, optimized Il_"El

Titernet Explover & currantly iy wekch add-ons Geabled, Clck Fere Lo mansgdl dealds, or renrnee your sddore,

DataSYStems ¥ ClientTrack

lason Shaw - ncdy WIA WD Trainieg Help Topics Abouwl DS gl

s Homa | Cosa Managemend

Lase Management E “E‘“ lackson, Andreve

Tocial Seamily Momber: 001-39-157F

Date of Drth if
LF Fenoriis =
[ Al P et Activities
L rred Lot Tha client's activities/senicfs are displayed balow. The mast recent itams ara listed first.

Case Management Options Te add & new acteaty, choifthe Add New button. To edit an existing actraty, click the Action icon next to the desired record and select
“L‘h‘rt'ml-’aqe Edit from the menu
] akem.“-'adu

8 R eatrasaent Add ComiSell-Sernce B || Add SlallbAsssled B || Cancel % |
‘_i. ok 4 records found.
saisild Begin Funding Line Planned actual End Voucher
a - - ] C cher i 4
&M‘m":‘lﬁhﬂ':‘ Drala: Titly Previder Slream Codee  Fmd Dale Dale Ty Oidigationz

Do e 08 WA P—

] Goals
— Inchana
1y | Clse ote Partipatiin Hours femmunity Wagner ; .
j Bmoe ot i'} A b |t mﬂ:r;m“ne Payar CH B/19/2011 Tz
Cradentals - Syt
i P Obligations Indiang Magrer
Roesud L? B Prak Servics gloyrene ?'yuﬁrr-:LrLre PavEst CE SI2R2011 S2R2011
' Indiana Woanar
f_‘.' 5372011 Workshap - Job Search WorkOne Pwim' (= 522011 S2F2011
System

On the “Obligations Summary Screen” click the “Add New” button.

Jason Shaw - Indy WIA L WD Training Help Topics About DSI Logout

A A ¥ g Sodial Security Number: 901-39-1572
: ¥y Jackson, Andrew S hith:  4/5/1080 12:00:00 AM
. Favorites

D Add Mew Client

[y Find Client

Ivy Tech - Training
Obligations

Case Management Options
"h Client Home Page

@ [ Reminders/Tasks To create a Voucher, click "Add Mew"”. Enter the vendor once. To create additional vouchers for the
) . action icon and select edit to create another voucher.
2] 5 Edit Participant

Expense Obligations (Vouchers) for this Activity are listed below.

me vendor, click on the Gear or

(] 5ervices To print the Voucher, click on the Action icon to the left of the Obligation and select Print Voucher. An A\obe document will be

5Wcark History generated. Go to the upper right hand of the Adobe document and click on the Adobe icon (maroon icon).\Print the voucher from the

o Miitary History adobe format.

[Z3Enroliment and Application

(5 Goals Add New b ” Cancel % ]
Case Motes

&l Credentisls 0 records found.

G Voucher Date Funding Source Amount Status Amt Approved Description Vendor

[ Test Results
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On the “Add Obligation” screen, click the magnifying glass next to the “Account” field to search for the account
for which you would like to add the obligation.

T  —r ——
Eacial Security Mhumbser: 301-30-1572
‘* H Jackson, Andrew Dabe af Brth: 451960 L2=00:00 AM
<! Farvuribes
[ &ckd Mew Clonit
'_._"Fld Chenit
Case Managemenl Oplions
£ Chent Home Pae
A |3 R Tk
F, R

Obligation - By Service

Sanvlce IMormation

Servioe: by Tech - Tramng
vendor: by Tech - Indianapoks
Bagin Date:  T/E2012

- ) - Planmed End Dabe: 57952013
P ey Actual Cnd Date:
iy Hisbory
() Ervedment ord Apphcation
(“JGeds Account-Click 1he magifying glass icon ta sebect the client account that will be wsed to pay the wendor. You can a0 S61 up a néw
| Caee acoount from the popup Actount search form
[C)Cresernss Account:” ;;.
STt Rensy Account Start Cate:

Account End Duate:
Available Balamoe:

Obligation [Vowcher)-The Voucher Diate must be wthin the dale range of the serace. Enter a Hol lo Exceed amount Tor Lhe Viouchss,
and select the Expense Cateqory, Finally, enter the description of tems/serices 1o be purchased, as it should appear on the Voucher

Descriplion:*
PO Number:

I Case Management [Svwewr || Fousell | Comcel % |,

The accounts that appear will be the accounts that you have set up for that client that correspond with the type
of service that the obligation is being added to. For instance, since this obligation is being added to a training

service, the only accounts that will appear are training accounts.

nagement [ ackson S0l Security Mumber: 301-
Case Management EY I \(7* ERERNVEVINE G Silort

¢ Faworites T — =
[ ekl P et Vendor: by Tech - Inhamapohs
[ Fined Cherit Begin Date: TH162012

Planned Cnd Date: &/152013

Cazar Management Oplions
. ¢ Actual Frcl Dale:

N Chant Home Page
& | 3] Reminders/Tasks
= ﬂFﬂ" Partiapant Account-Click the magifying glass icon to select the chant account that will be used te pay the vendor. You can also set up a mew

[*] Services acoound fram the popup Accound Seanch form

ady werk Hestory Account:* | | §_.

,&h‘fﬂryl—hrﬂ\l = -

[ Erwoliment and Appication Client Accounts

|| Case notes

oo

[ Test Resaits

The accounts (ITA. Suppor, etc. ] for this client are listed below. Click Add New to s&t up a new account.

[ Addrewsd |[ Cancel ¥ |

1 records faund.
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After you have selected which account you want to add the obligation, fill in the rest of the fields with the
necessary information. This will include the amount of the obligation, as well as the expense type and a
description of what is being purchased. This information will appear on the printed voucher. The Voucher date
will be today’s date.

% Avr] Jackson, Andrew T Bt 2 Py ":'_.' b1¥n

of Pavoetes
(] il v Clert

() Fnd Chant Service Infermation

Case Managerment Oplions Service:
£ Chanit Hame Bage
il |3 Semircens Taske

ky Tech - Training
Viendor:  hy Tech - Indianapols

Raqgin Date:  TG2017

o et partopant Planned Cnd Date: 152013

e Actual Lod Date:

Wik Hibr

kL y Hilor ¢
[ Ervolratrt ared Acchcation Account-Chck the magifyang glass icon Lo select the chiem accour that will b used to pay the vendar. You can alse Sel up & niw
accounl from the popup Accourd seanch feem

[ Gl
| Case stne ACCOUNE:™ [\wia Adult - ITA - AWV - PY 1212 &
[y Credanzaic Account Start Date: 7172012
() Test Resuits Account End Date:  &302013
Available Balance: 5300000
Oibligation (Voucher)-The Voucher Date must be within the date range of the senice. Enter a8 Mol 1o Exceed amount for the Voucher
and selecl the Expense Category. Fmally, enler the descnplion of temaseracas 10 be purchased, a8 A should appear on the Veucher
Voucher Date:™ priemzoiz 5
Armouni:® 5100000
Expaensce Type:™ | Tuition b
Daserptian:™ Tugon for ene year of raining classes
[ Administration PO Mumber:
|| Case Management [ Saveer |[ Pause Bl ][ Cancet 3 |

Once the obligation has been saved, it will appear on the “Obligation Summary Screen” as “Pending”. Pending means
that the voucher has yet to be approved by your fiscal department. The voucher will eventually be sent to the vendor.
The voucher approval happens later in the process after your fiscal dept receives the invoice from the vendor.

T T

£ Sodial Security Mumber: 901-33-1572
L c&" H Jackson, Andrew S Rirth:  4/5/1960 12:00:00 AM

<'¢ Favarites

[ Add New Client Ivy Tech - Training

iy Find Client Obligations
Case Management Options Expense Obligations (Vouchers) for this Activity are listed below.

/h Client Home Page
# 3] Reminders/Tasks To create a Voucher, click "Add Mew"”. Enter the vendor once. To create additional vouchers for the same vendor, click on the Gear or
- 3Ed'tP fcinant action icon and select edit to create another voucher.

IT Faradpan

[C15ervices To print the Voucher, click on the Action icon to the left of the Obligation and select Print Voucher. An Adobe document will be

3\Mork History generated. Go to the upper right hand of the Adobe document and click on the Adobe icon (maroon icon). Print the voucher from the

B miitary History adobe format.

[Z3Enroliment and Application

[ Goals [ Add New & ][ Cancel ¥ ]

Case MNotes
- . 1 records found.
[ Credentials
R Funding Source Amount Status Amt Description Vendor
Funding source AmMount Sstatus Description
[C3Test Results Date Approved
I WIA Adult - ITA - AtWork - . Tuition for one year of training  Ivy Tech -
?} 7/16/2012 PFY12-13 $1,000.00 Pending $0.00 clazzes. Indianapolis




Now that the obligation is created, the user can print out the voucher. The voucher is to be signed by the client,
staff, and Team Leader review/initials. The signed voucher will be scanned into T-1. To print the voucher, select
“Print WorkOne Expense Voucher” from the option on the gear menu to the left of the obligation.

ST P— “‘l&
v Favorites

3 Add i Chent
(g Frd Chert Obligations

Expnse Obligations (WVauchers) for this

Date of Drth

# Bl Jockson, angrew 2 S

Ivy - Training

Lo Management Oplons
£ Chenit e Pagr
& 3 Revingers Tasks Ta create a Vioucher, click "Add Mew”f Erder the wendar once. To create addiional vouchers fie the same wendor, click on the Gaas o
acteen icon and elect adil to creats ghother vouchar,
= J esrrernonae

) Services To print the Vowcher, click en the
Work Higtory gemerated, Go to thi upper rigl
P adebe fomat

() il ared Agpghcaton

(2 Gosls

g | Case oS

"] Cregentiss

(] Test Results

tion icen 1o tha lek of the Obligation and select Fred Vioucher. An Adebe documant wil B
and of the Adobe document and click on the Adobe icon (marnson icon). Pring the voucher from the

| Add Hew @ || Cancel X |

1 recards feund.

At e
Amount Slatus DuzsCriplion Vendor
Approied

fiveiets

The voucher will generate in TrackOne in report form. To print it out, it must be converted into a PDF file by
clicking on the Adobe Reader icon at the top right-hand corner of the report.

= it p:bwemens, trachon e - com T PageD - 1 AP rimaryey - JASLE HontScreonWidih =10 2400 BeniScreent lolght= - Intorne. Coplarer, optimized

W Irternel Exphres b curranily nunrieeg with addhon dhabled. Clck here b manage, deiable, or remtre your addeors,

Cose _ wmom Work One Voucher

73400 hiew e, AUTHORIZATION FOR PURCHASE OR REIMBURSEMENT
(g Fref Chet
(‘;:-: T Program WWIA Adult - ITA - AlWerk - FY12-13 Contragter Al Wark Selubong
& tHome Pa
o 3 Remnders{Tes e Gear or
o &Ldﬂpam' TAA Petftion #
] ervices Customer Mamb  Andriw Jackssn Social Security WO0LI5T2 Il be
3'.'.“ Hstory Humber 1 from the
&ml.--r ety
Cyfrralment anel [ Vandor tey Tach - Indianapaolis Date of Approval oTHEF012 .
(=) Gosla | Cancel %
Case Nabes
j o Haly £TCs
[ Test Reguits Froduwcts ! by Tech - Traming Amount nod te Exceed 5100000 m
Sarvices
rach
anapelic
The custormer plans to complebe a raining program o seek employment. The need has been documented and
authorization givan far the purchass of the praduct(s) or sarvicais] listad abowa.
Title
Signamre of Scaif Telephone Ext
Title
Signature of
Awtharizatlon Telephone Ex
Purchase Information
Note: Sales s Exemption Humber 0028016120
I Admimistrat
[hate of Purchase Ameunt ol Purchase
3
H--" Cose Mana| o000 on Servioe Tuition for one wear of raining e

Page 10 of 16



Once printed, the voucher can be given to the client and taken to the vendor as a commitment for payment.

o 634790042304 651578 1].padl - Adobe Acrobal Standard
Fils [ View Dooumert Commants Fomg Took Advenos] 'Sirckss  Help

BT D WO R oo ) Gl - Somerm e Glee- G- @ F- D

WorkOne e e
AUTHORIZATION FOR PURCHASE OR REIMBURSEMENT
Program WIA Adult - ITA - AtWark - PY12-13  Contractor At Work Salutions
TAA Petition #
Customer Hame Andrew Jackson Social Security HHEEHET2
MNumber
Vendor Ivy Tech - Indianapolis Date of Approval oTMe2012
ETC &
Products / Ivy Tech - Training Amount not to Exceed  51,000,00
Services
The customer plans to complete a training program or seek employment. The need has been documented and
authorization given for the purchase of the product(s) or service(s) listed above,
Titlo
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After the voucher has been sent to the vendor of the service, it will be mailed back to the Service Provider address that is

printed on the voucher along with an invoice

for payment. The Fiscal Master User will then approve the voucher in

TrackOne when a check has been written to the vendor and payment has been made. To approve the voucher:

1. Go to the User Home Tab

Accounts Options
[ [Voucher Processing

Voucher Summary By Grant

2. Go to the “Accounts”
folder

Grant Account Balances

[Ej: TrackOne
[~ TAA Documents

3. Select Voucher
E‘} Reports & Documents

Processing
Web Links
E“j Accounts
{[”/ EUCREA Admin
[E‘}' Administration

ﬂa Workgroup Setup

Lm

1., H At Work Solutions Work Group: V3 Master User - Doc Stor

Welcome Jason Shaw i

Global News

At Work Solutions News

WARNING = TRAINING Environment

This is a TRAINING environment. It is not the Production database. The client da
purged.

If you have any questions or need assistance, please contact the TrackOne Helpl
Thanks,
The @Work Solutions Inc. Team

Priority Status Type Begin Date
Medium Acknowledged Alert 10/21/2011

9:35:29 A.M.
Friday, August 3, 2012
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ILMrHome

Accounts Options
[~ Voucher Processing
|21 Voucher Summary By Grant
[C3Grant Account Balances

[ Trackone

[[7 TAA Documents

[[77 Reports & Documents
[[7 web Links

[ Accounts

[[* EucREA Admin

[ Administration

sa Workgroup Setup

Case Management

Use the search parameters to look up the account that appears on the voucher

Work Group: VAMaster User - Doc Stor

H At Work Solutions

Voucher Processing - Summary

which you are authorized to process vouchers ag

The voucher processing feature is structured ackording to the organization (location) of the originating voucher. The Funding Sources for
listed below. If you process vouchers across multiple locations, you can narrow your

selection through "Organization” and selecting th§ appropriate location from the pull down menu.

You can also narrow your search through "Grant” 2pd "Account Type” and choosing the appropriate selection.

To process pending vouchers, click the Gear icon (cYins) next to the Funding Source and select Process Vouchers.

Program Year:
Organization:
Grant:

Account Type:

2 records found.

Funding Source

Pending

201213 v

At Work Solutions

WIA-Adult

Total $

- SELECT -

Approved Total $ Unobligated

Vouchers

Pending

Vouchers Funds

Approved

WILAE,_C\LCI;It - ITA - AtWork - 1 $1,000.00 0 £0.00 $97,000.00
& IA;\ldSuIt - Support - AtWork - 0 $0.00 0 $100,000.00

’ Search & ” Cancel 3% ]

Once you have found the account click the coin icon to the left of the account name to look up

the voucher
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If there are multiple vouchers on the account, the search parameters can be used to narrow down the results even

further. Once you have found the voucher you were looking for, click the “up” arrow to approve the voucher, or
the “down” arrow to deny the voucher.

Lhser Home | e Maragemant

" F‘ At Work Solutiong J Mok Group: V3 Master User - Doc Stor

Agoounts Oplions
] Voucher Processing
(] Venaches Summary By Granit Process Pendir g Vouchers
_'Ii'd'h'.'! Arrount Balarces

WA Adult - TTA  AtWork - PY12-13

Te process the vegchers, chocse either the “smow up™ for approval or “semow dewn™ for disappeoval

Client Hame;
Wendor:
Sarvice Titla:

Expense Type: _ SELECT - e

1 recogls found.

Jacksen, Andrew 7708/3012 $1,000.00 1wy Tech - Indisnapelis Tuiticn for ome vear of training classes. [wy Tech - Training

You will have the ability to approve the voucher for the amount that it was originally created, or you can approve it
for a different amount. If the invoice is for a different amount than what is on the voucher, change the “Amount
Approved” to reflect what was actually paid.

lient: Jackson, Andrew
vy Tech - Indianapolis
Item Purcha Tuition for one year of training classes.
Voucher Da 716/2012
Amount\ $1,000.00

Voucher Approval-To apprave this voucher, enter the Approved Amount
Approved, and click Save.
MOTE: Once approved, the voucher cannot be edited or deleted.

Approved Amount: = 1000.00
Date Approved:* _u 7/31/2012 7=
[ Trackone

he amount approved for payment to the vendor) and the Date

[[> TAA Documents

[[77 Reports & Documents
[i= web vLinks

i Accounts

[~ EUCREA Admin

E} Administration

Qa Workgroup Setup ’ Savey® ][ Cancel 3¢ ]




Once the voucher has been approved, it will be reflected in the client’s record as an “Approved Obligation” on the
“Accounts” screen.

D . ay T LT . . prop RUUOL mrpage

Casellalagamarl

£ Social Security Mumber: 901-39-157Y
L t&.v H Jackson, Andrew Date of Birth: ~ 4/5/1960 12:00:00

<t Favorites

I I
[ Add New Client 5/27/2011
(i Find Client Client Accounts
Case Management Options The accounts (ITA, Support, etc.) for this client are listed below. Click ANd New to set up a new account.
"h Client Home Page
& [ Reminders/Tasks Add New g “ Cancel % ]
@ ) Edit Participant
5WDI'|( History 1 records found.
3M|I|tary Histary Start Funding Source Initial _Pem_jln A_ ro_ved Remaining End AccountiD
(3 Enclinen and Agpeation Date Tunding source Balance Obligations Obligations Balance Date e
(3 Services m’ 7/1/2012 Eﬁoﬁ&ltﬁ{?ﬁ $3,000.00 $0.00 $1,000.00 $2,000.00 6/30/2013 121004
[ Goals
:a.J Case Motes
[ Credentials
[ Test Results

8 [C] EUC/REA/WPRS Elig

@ Administration

@ Case Management
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After reviewing the TrackOne Fiscal Module, DWD has chosen to make a few
wording changes to some of the column headings and text in TrackOne. The
purpose of these changes was to be sure that the language in TrackOne aligned
with the language that is used by the DWD fiscal department and the United
States Department of Labor.

One of the main changes was the word “Obligation”, which was the term that
TrackOne used for voucher. As a result, the word “Obligation” has been replaced
by the word “Voucher”.

The wording change does not change the requirement to post the ‘obligation’ at
the time the service is posted in TrackOne.
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