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Getting Started

Fiscal representatives log into FiscalLink from the standard JobLink home page. To
access the top-level Fiscal menu, click the Fiscal link in the control panel.
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The links that appear in the Fiscal main menu are tied to the privileges assigned to
the current fiscal representative. Each section must be explicitly granted to each
individual fiscal representative.



ProviderLink Self-Service | Getting Started
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GRANTING FISCAL PRIVILEGES

Fiscal uses the ServiceLink security system to grant fiscal privileges. To access the
security system, in the side menu click Admin Tasks. Any admin privileges to
which you have access display as a section tile.

Fiscal security differs from the rest of ServiceLink in that it does not use
inheritance to determine which records a certain representative can see. Because
of this, the only security section of interest to fiscal reps is the “Staff” section. In
the Related Links, click Staff.

A fiscal rep can ONLY access records that are tied to regions in their area of
control. For payments against services, this means the office that owns the
program registration. Regional administrators can work with any record that is
tied to any office in the region. State administrators can work with all records.

When searching for a staff member, the security system will only return staff who
are in your area of control. You cannot assign rights to a peer or a superior, but
only to individuals with an account level below your own. If you are searching for
an individual that does not appear, and are confident that you are entering their
information correctly, this is likely the issue.

The “Set privileges” page consists of three sections. The top section ties the case
manager to his or her home office and stationdesk. The home office is used to
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determine the region and agency of the case manager. (Once security privileges
are set, the home office and stationdesk are not editable.) The middle section
allows for the setting of program level privileges.

The final section is for setting which sections of ServiceLink the user can access.
The sections in the box below relate to FiscalLink.

An administrator cannot grant privileges to sections they themselves do not have
rights to. In fact, these sections do not even appear in the list. If you are
attempting to grant rights to a section and do not see the section as an option, this
is likely the issue.

HOW JOB SEEKERS AND SERVICES ARE MAPPED TO
REGIONS

When a program enrollment is created, the ServiceLink user is asked to define the
“county of service” for the enrollment. ServiceLink requires that the county of
service be a county in the same region as the case managercreating the
enrollment.

Since FiscalLink is built on the same ServiceLink tables, it can use this county of
service to map back to the same regions defined for the federal reports. Fiscal
reps are only able to work with data that maps back to a region within their area of
control.

MAPPING EXPENDITURE CATEGORIES TO SERVICES

To set, delete, disable, enable, and map expenditure categories to services, use the
services admin section within AJL Admin. In general, fiscal reps do not have access
to this section, so mapping expenditure categories to services must be done by a
statewide administrator. See the Expenditure Categories section in A/L User Guide

Administration for details.
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SETTING SECTION DELETE LEVELS

The minimum staff level (state director, agency director, regional director, office
supervisor, or case manager) that can delete fiscal records is defined using the
sitewide administration settings in AJL Admin.

Only the superuser account, or state administrator accounts that have explicitly
been granted access to modify these settings, can access the Site-Wide Fiscal
Options page. In AJL Admin, in the FiscalLink sub-menu, click Fiscal Options.

The “delete level” can be set independently for the deletion of payments, budgets
(contracts), vouchers, and vendors. Even if the current case manager meets the
appropriate delete level, the following rules determine whether the record can be
deleted:

«Budgets cannot be deleted if payments are on file for ANY of the line items
included in the budget.

.Payments cannot be deleted once they are vouchered.

«Vouchers cannot be deleted once they have been included in a paymaster
text file.

.Vendors cannot be deleted if they are being used in any current or past
payments or budgets.

Services cannot be deleted once the service has a budget on file, unless
that budget is “zeroed-out” or has already been deleted. A “zeroed-out”

budget is any budget that has only zeros for every budget amount on all
line items.

ADDING NEW FISCAL REPS

Fiscal reps are ServiceLink users who have been granted rights to Fiscal. Within
ServicelLink, new administrators, supervisors, and case managers all request
accounts by filling out a new account web form.
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The account must be approved by state admin before the new user has rights to
the system. Once approved, the user receives a confirmation email. Their superior
also receives an email, prompting him or her to grant the new user permissions to

the appropriate sections of ServiceLink.

ADDING AND EDITING A JOB SEEKER'S MAILING
ADDRESS

The mailing addresses for job seekers are controlleNod by the case manager in
charge of each individual enroliment. Each job seeker has one mailing address on
file for all the enrollments in a program. Case managers can only edit enrollment

information for which they have security rights.

When a job seeker enrollment is created in ServiceLink, a new mailing address row
is created that contains either:

«The address from the users table (resume contact information) if no
previous enroliment existed, or

«The most recent mailing address entry in the table.

Once enrolled, the mailing address can be edited from the program details page
by any case manager with security access to the enrollment. Edit with caution. The
mailing address on Program Details is the address to which job seeker payments
will be mailed, and is effective for all enrollments under that program.

The “Contact Info Snapshot” displayed on Enrollment Details is pulled from Case
Details at the time of that particular enrollment and is not editable.

CREATING A CONSOLIDATED EXPENDITURE REPORT

From the Job Seeker Details page, approved staff can create a Consolidated
Expenditure Report. The Consolidated Expenditure Report displays all of the job
seeker’s services that have budgets and payments tied to them, including the
obligated, accrued, expended, and remaining funds. If a service or enrollment
does not have a budget it will not display on the report.
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On the job seeker’s Case Details page, in the Consolidated Service & Training Plan
section, click the Consolidated Expenditure Report link.

The report displays.
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Budget Contract

The Budget Contract tile on the Fiscal main menu is the starting point for the

budget creation process.

Budget Contract

Create or edit new budgets (contracts).
Job Seeker Budget

Region Budget

Vendor Budgert

From this tile you can select a specific form page to open to begin the budget
process. Related tabs at the top of the page provide navigation to the other two

budget types:

* Budget Contract and Job Seeker Budget is for adding or editing a job
seeker budget (budgets that are tied to a job seeker service).

* Region Budget is for budgets against the special set aside funds available

for each region.

* Vendor Budget is for special vendor budgets that are not tied to any

particular job seeker service.

Related tabs at the top of the page provide navigation to the other two budget
types:

* Region Admin Budget: Budgets against the special set aside funds available

for each region.
* Vendor Budget: Special vendor budgets that are not tied to any particular

job seeker service.
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Job Seeker Budget

Job Seeker Budget

D Please provide your search criteria below.

LRSS LS Region Admin Budget  Vendor Budget

Participant ID

Last name

First name

Partial name match

() Yes, return names similar to those | have provided.

(@ Mo, return names that match exactly as | have specified.

Username

Enrollment ID

To view, edit, or create a job seeker budget, you must first perform a search. If you
have the job seeker’s SSN, Part ID, or Enrollment ID, fill in the appropriate box and
click Search. If searching by name, select Yes under Partial Name Match. This will
bring up names that are similar. For job seeker budgets, a search will return either
a list of job seekers (if more than one job seeker matched), or the Budgetable
Services for <Job Seeker Name> page (if a single job seeker matched). If no job
seekers match, a message displays indicating this. If a list of job seekers displays,
click the correct job seeker's name. While the universe of job seekers that are
returned, the fiscal rep may only access the record of a job seeker who exists
within their area of control.

-10 -



ProviderLink Self-Service | Job Seeker Budget

After selecting a job seeker, a list of current services that exist against enroliments
flagged in the database as valid for FiscalLink display.

If a service does not display as a link, this means that no expenditure categories
have been defined for it. Expenditure categories are set in the Services Admin
section. If a service does not appear, it is possible that the enrollment has not
been approved in ServiceLink. You cannot create budgets against enrollments that
are still in the enrollment queue, or against enroliments that have been denied.
You may clear the Print Indicator box for any training or service to exclude it from
printing. Click the Print Combined BSS button to print all selected BSS reports for
this job seeker, or click on the Print Combined FAV button to print all selected
FAV reports for this job seeker.

After clicking the appropriate service link, a list of existing budgets displays.
Clicking the “Add Budget to Service” Related Link pulls up the vendor search form.

To create a Job Seeker Budget, click Create a Job Seeker Budget. Job Seeker
Budgets use a Vendor ID of 0. The Create a Job Seeker Budget button does not
appear unless at least one of the expenditure categories associated with the
service has been marked as either an “Open” or “Wage" expenditure type. Only
technical staff can edit expenditure types.

To associate a vendor with the new budget, enter the search criteria and click
Search. A vendor search will return either a list of vendors (if more than one
vendor matched), or the Expenditure Category Selection page (if a single vendor
matched).

Once the categories are selected, a budget spreadsheet is generated using each
category as a row. The Quick-Reference Budget Name is a free text field for
naming the budget. This is especially useful if multiple budgets exist with similar
details.

When appropriate, existing values appear and can be edited. The following rules
apply when editing budget:

-11 -
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» Budgeted amounts for each category/year combination cannot be reduced
to an amount that is less than the sum of all payments for the category year.

* You cannot increase the budget for a PY this is more than one less than the
current PY.

* Program years can only be edited if no existing payments are on file
(vouchered or un-vouchered).

* You cannot budget an amount of PY2 or PY3 without having budgeted
amounts for each previous year, nor can you enter a rate or comments
without budgeted dollar amounts.

* TAA budgets can be broken down by quarter. TAA budgets only allow for one
FY per contract.

The gray, non-editable lines provide information on how much money is already
expended for the budget. The values in the sum column and totals rows will auto-
update in real time with each modification to the budget.

Clicking the Save button saves any changes you have made to the budget. A
confirmation page displays, asking the fiscal rep to confirm or cancel changes. To
cancel the changes, click Cancel. To confirm and save the changes, click Confirm.

Clicking the De-Obligate button sets the budgeted amount for each category/year
combination to be equal to the amount already expended for that combination.

Clicking the Clear button only clears information that you have just entered. It will
not clear saved information.

Clicking the Cancel Budget Entry button returns the fiscal rep to the opening
page for adding or editing budgets.

Clicking the Add Category button returns the fiscal rep to the Expenditure
Category Selection page, allowing additional expenditure category rows to be
added to the budget spreadsheet.

-12 -
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DELETING BUDGETS

If the budget has no expenses on file, and you are logged in as a staff level that is
at or above the minimum level set for budget deletions by state admin, a Delete
Budget button displays below the spreadsheet.

Clicking Delete Budget pulls up a confirmation page.

Confirming the deletion removes the budget from the database and an audit trail
entry is created to show the budget once existed.

REGION AND VENDOR BUDGETS

Region Budget and Vendor Budget look very similar to Job Seeker Budgets, but are
different in a few ways. First, these budgets can pull their funds from multiple
funding streams, and can split their funds between in-school and out-of-school
youth within the youth funding stream.

Select your region from the drop-down list and click Submit. If you have existing
budgets, they will display.

Region Budget

eeeeeeeeeee

Vendor Budget

Region Budget

You can edit the existing budgets by clicking the budget name, or click
Add Funding Stream.

-13 -
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New Funding Stream

Clicking Add Funding Stream displays the Funding Stream Selection dialog box.

Add Funding Stream

Funding Stream

LUCRILCINEACET  Cancel

Select a funding stream from the drop-down list, and then click Add Funding
Stream.

Region Budget
Funding Stream Selection

u You must choose at least one funding stream for this budget. The Split percentages you enter into each funding stream must total 100%.

Admin

split Participant Group Q
%

000 - No Participant Group v

© Add Funding Stream

Total: 0%

Select each relevant funding stream and then enter the percentage of the budget
that should be pulled from the stream in the Split field. The total should equal
100%. Click Continue.

Participant groups allow fiscal monies to be tied together and rolled
up for reporting.

Now select an Expenditure Category from the list, and then click Continue.

-14 -
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Vendor Budget

Vendor Budget

This section allows a vendor budget to be created that IS NOT tied to a particular job seeker or region administrative budget. If you are sure this is what you want to do, then provide
your vendor search criteria below.

Jo Seckersudga_nelon Adrin e

Vendor ID
\

Name

\

Business Name

\
FEIN

First few letters of city

Vendor budgets also prompt for the service or training activity in each category.

Vendor Budget
Funding Stream Selection

u You must choose at least one funding stream for this budget. The Split percentages you enter into each funding stream must total 100%.

Employment Service

split Participant Group
| ‘“/ 000 - No Participant Group v °
Service & Training Activity
© Add Funding Stream
N
Total: 0%

The budget spreadsheets for region admin and vendor budgets look
and function exactly the same as job seeker budgets.

-15 -
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Participant Groups

The Participant Groups tile on the Fiscal main menu is the starting point for the
participant group creation process.

Participant Groups

Create groups that allow job seeker and admin/vendor monies to be tied
together into reporting categories.

Adding Participant Group

Participant groups are a means to group job seekers and vendor expenses
together so that they can be rolled up for reporting purposes. Each region controls
which groups are available for use within that region. Participant groups that are
not mapped to that region are not available for selection withing ServiceLink or
FiscalLink.

To access the participant group functionality, click Participant Groups on the
Fiscal main menu.

ADDING, EDITING, AND DELETING PARTICIPANT
GROUPS

To add a participant group, click Add New Group. Give the group a name, then
select which regions, and which funding streams within those regions, can use the
group. Only regions under the fiscal rep’s area of control are available for
assignment.

To edit a participant group, select the group in the Participant Group drop-down
and click Edit Group. You can modify the group name, regions authorized to use
the group, and the funding streams. Note that any modifications to the name will

-17 -
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be made in both ServiceLink and FiscalLink for all regions currently using the
group. In general, you should only change a group name to fix a misspelling or

typo.

To delete a participant group, select the group in the Participant Group drop-down
and click Delete Group. You can only delete a group if it has not been used by a
job seeker or budget.

-18 -






Copyright © 2017. Last updated 7/15/2025.



ProviderLink Self-Service | Region-Wide Deobligation

Region-Wide Deobligation

Fiscal reps can deobligate an entire program year by region/enroliment
combination. This functionality should be used with considerable caution. It is
available as “Region-wide Deobligation” in the Fiscal main menu.

Select the region to be deobligated, then enter the four-digit year to be
deobligated in the Year field. Select the funding stream.

In the Record Type field, select All Matching or Exited Job Seeker. If Exited Job
Seeker is selected, only exited job seeker records are deobligated. Otherwise all
records attached to the selected funding stream are deobligated, whether they are
vendor or job seeker budgets.

The Select Offices button can be used to limit the deobligation to certain offices,
rather than the entire region.

DEOBLIGATION RULES

A program year (PY) cannot be deobligated if the preceding PY has not already
been deobligated.

If the PY represents PY1 on a given budget, the remaining funds will be moved to
PY2.

If the PY represents PY2 on a given budget, the remaining funds will be moved to
PY3.

If the PY represents PY3 on a given budget, the funds will be dropped. A list of
SSNs where money has been dropped is provided for informational purposes
after the deobligation.

-21 -
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All TAA-related program budgets only support one fiscal year. Funds are dropped
when de-obligated and DO NOT rollover to FY2 or FY3.

-22-
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Review Pending Budgets

Budget approval is restricted to users with the Approve Pending Budgets privilege
assigned. Any budgets entered by staff below the Regional Director level go into
the pending budget queue for approval. No payment can be made until the
budget is approved. A Review Pending Budgets tile displays on the Fiscal main
menu for fiscal reps with the appropriate privilege level.

Clicking the budget name link pulls up the editable Budget Contract Spreadsheet.

Review the budget and edit as necessary. All youth budgets will identify the funds
as ISY or OSY based on the job seeker’s eligibility status at enrollment. To save any
changes and approve the budget, click Save/Approve. The Budget Contract page
displays.

To make a payment against the budget, click Budget Payment (see the Payments
section for more information about making payments).

To view the job seeker’s list of budgetable services, click Service List.

To create a new budget for the job seeker, click New Service Budget. (See the Job
Seeker Budget section for more information about creating budgets.)

-25-
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Fiscal Reports

The fiscal reporting options are broken out into their own page. To access this
page, click Fiscal Reports in the Fiscal main menu.

Fiscal Reports
BSS Report FAV Report
Budget Status Sheet: specific details on a particular budget. Funding Authorization Voucher: specific details on a particular budget.
Obligations Ad-Hoc Payment Query
Report that provides total obligations, expenses, and remaining funds by PY Query expense records on a variety of criteria.
year, expenditure category, and enroliment.
TRA and RTAA Forms TAA Job Seeker Program Management Report
List TRA and RTAA Form Lists Summary of TAA Budget details for all job seekers statewide.

From this page you can access the following:

BSS Report is a detailed expense report for a given service, from the job
seeker, region admin, or vendor perspective.

* FAV Report : The Funding Authorization Voucher (FAV) report pulls specific
details on a particular job seeker budget.

* Obligations Report is an administrative report that provides all obligations,
expenses, and remaining funds by project year, category, and funding
stream.

* Ad-Hoc Payment Query allows the fiscal rep to query expense records

using a variety of criteria.

* TRA and RTAA Forms is used to access a variety of forms.

* TAA Job Seeker Program Management Report is a summary of TAA
budget details for all job seekers.

-27 -
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BUDGET STATUS SHEET REPORT

The Budget Status Sheet (BSS) is a detailed expense report for a given service,
from the job seeker, region admin, or vendor perspective. The opening page is for
generating a job seeker BSS. Related Links at the top of the page provide
navigation to the Vendor and Region Admin BSS reports. If you have the job
seeker’s SSN, Part ID, or Enrollment ID, fill in the appropriate box and click Search.
If searching by name, select Yes under the Partial Name Match. This will bring up
names that are similar.

If the search criteria returns more than one job seeker, a job seeker selection page
appears. If only one job seeker is returned, the fiscal rep is sent directly to the
Budgetable Services for <Job Seeker Name> page.

You may uncheck the Print Indicator box for any training or service to exclude it
from printing. Click the Print Combined BSS button to print all selected BSS reports
for this job seeker, or click the Print Combined FAVbutton to print all selected FAV
reports for this job seeker.

Vendor and region admin BSS reports look the same as job seeker BSS reports.

FiscalLink also supports generating multiple job seeker BSSs in worksheet style
through the Display Multiple Related Link. This form allows the fiscal rep to enter
up to 10 SSNs or 10 Participant IDs. Each fiscal budgeted service for all SSNs or IDs
will appear as a separate worksheet in a single Excel file.

FAV REPORT

The Funding Authorization Voucher (FAV) report pulls specific details on a
particular job seeker budget.

-28 -
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If the search criteria returns more than one job seeker, a job seeker selection page
appears. If only one job seeker is returned, the fiscal rep is sent directly to the
Budgetable Services for <Job Seeker Name> page. After clicking the appropriate
service link, a page displays asking the fiscal rep to choose the report

format: Excel, HTML. If you want to save the report to view or print at a later date,
Excel is recommended.

T

he Job Seeker FAV

Related Links: Display Multipls

isplay the report, select "Modify™ to modify the budget, or select "Report |

port Modification

h

es similar to those | have provided.
@ Mo, return names that match exactly as | have specified.
Username

Enrollment ID

e

al
o)
provides Modify and Report Modification options.

To display an editable version of the job seeker’s budget, click Modify.

-29-
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To modify the current report before printing, click Report Modification. This
function allows partial invoices to be edited on the fly. For example, you may want
to change the authorized cost for “Books” so that the vendor sees only what is
being paid to them at this time, rather than the entire amount budgeted for that
category.

These modifications will not be saved to the job seeker's budget. After
making the desired modifications, click Continue. A printable version
with the revisions displays for printing.

FiscalLink also supports generating multiple job seeker FAVs in worksheet style
through the Display Multiple Related Link. This form allows the fiscal rep to enter
up to 10 SSNs. Each report will appear as a separate worksheet in a single Excel
file.

OBLIGATIONS REPORT

The obligations report is an administrative report that provides all obligations,
expenses, and remaining funds by project year, category, and funding stream.
Make a selection from the drop-down list. The Report Area is divided into the
following groups: Statewide, Local Area, Providers, and Regions. Enter the Start
year and End year, and then click Generate Report or Export Excel.

Obligations Report

Report areas included in this report (required)
Start year (required)

End year (required)

Sections are separated into the following line items: Books, Drug
Screen/Background Check, Materials & Supplies, OJT Payments, Other Expenses,
Supportive Services - Child/Dependent care, Supportive Services - Other,

-30 -
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Supportive Services - Transportation, Support Services, Tuition & Fees, Work
Clothing, Equipment & Tools, Audit, and Totals.

Each line item includes the following financial data: Budgeted, Accrued, Actual,
Expended, and Remaining amounts.

If multiple years were entered, they will be listed separately in the report. Scroll
down the page to view.

Printed: 05/10/2022 N
Obligations Report for 2019 to 2021 o

PF/FY 2019 MONEY

category

.....

23400

When you click a hyperlink entry, a page with all entries relating to that line item

are displayed. In this example, the budgeted amount for Books > Adult (Local
Formula) was clicked.

JobLink

Obligation Report For 2019 ~ Books; Printed 05/10/2022

Service

BURDICK

-31 -
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When you click a Participation ID on the detailed line item page, the Budget
Contract Spreadsheet for that specific ID opens. In this example, Participation ID
28350 was clicked on the previous page.

Budget Contract Spreadsheet

vvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvv

AD-HOC PAYMENT QUERY

The ad-hoc payment query allows the fiscal rep to query expense records using a
variety of criteria. The opening (“Browse”) page is for general querying of all
payments. Related Links at the top of the page provide navigation to the Client,
Region, Vendor, and TAA Client-Vendor Payment queries.

There are several ways to browse the database for payments. To narrow your
results for job seeker payments, enter the Part ID, SSN, or Service Num. For
vendor payments, enter the Vendor ID. If you don't know the Vendor ID, you can
find it in the vendor maintenance table. You can search by check number to find
all payments associated with a specific check. If you click the check box next to
“Only return unvouchered payments”, the report will display all payments in the
database that have not been vouchered. For a broad search, you can search by
funding stream(s), participant groups, or category. The date fields are not required
but may assist in narrowing your search. Once you have set the report
parameters, click Generate Report. The reports can be viewed in Excel or HTML. If
you want to save the report to view or print at a later date, Excel is recommended.
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The ad-hoc payment queries are also accessible from the Browse
Related Link located on the opening page of the Payments section.

Browse

D Enter your report criteria below:

Vendor |ob Sesker Payments Region

Participant 1D}
Voucher |D

I |

Check Number

| I

[ only Return Unvouchered Payments

Vendor ID

Service Num

I _|

Funding 5treams

Participant Groups
Expenditure Categories

Start Entry Date

I

End Entry Date

Start Chack Date

I

End Check Date

Columns to Display (reguired)

i

{153

II-EI |II-E
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The Vendor Name displays as a link to the Vendor Maintenance page. After
selecting the link, the Vendor Details page displays.

TRA AND RTAA FORMS

The TRA and RTAA Forms is used to access a variety of form types, including:

RTAA Report

Job Search Allowance Report

Training Eligibility Allowance Report

On-the-job Training Eligibility Allowance Report

Relocation Allowance Report

Waiver of Training Report

Click a report tab to begin the process to generate that specific report type. All
reports begin with the same search criteria to be entered. After entering the
information, click Search to continue.

JobLink

LLLETLY job Search Allowance Report  Training Eligibility Allowance Report  On the Job Training Eligibility Allowance Report  Relocation Allowance Report  Waiver of Training Report

s similar to those | have provided.
ames that match exactly as | have specified.

On the Budgetable Services for page, select the appropriate service type. On
report form page, enter the criteria needed for each report type, and then click
Generate Report.
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TAA JOB SEEKER PROGRAM MANAGEMENT REPORT

The TAA Job Seeker Program Management Report is a summary of TAA budget
details for all job seekers.

Enter the funding year, and then click Generate Report or Export Excel.

TAA Job Seeker Program Management Report

Funding year (required)
e

The read-only report contains the following sortable column headings: Participant
ID, Name, Service, Service Dates, Case Manager, Office and FY budgets.

TAA Job Seeker Program Management Report

stName ¢ FirstName ¢  Service ¢ Service Start Date ¢ Service End Date
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Payments

To make a payment against a budget, click the Payments link on the Fiscal main
menu. The opening page is for making a job seeker payment. Related Links at the
top of the page provide navigation to the region, vendor, and TAA job seeker-
vendor payment functionality. The Browse Related Link allows for real-time
querying of the expenses that are on file. (See the Ad-Hoc Payment Queries
section for details.)

FiscalLink always charges the money against the earliest budgeted year with
money available. If a payment is large enough to require spending a future year’s
funds, a warning is displayed, and then the payment is split as many as three
times. The system does not allow the payment to be paid from future Program
Years. A budget modification may need to be done to allow the full payment.

JOB SEEKER PAYMENTS

If you have the job seeker’s Part ID, or Enrollment ID, fill in the appropriate box
and click Search. If searching by name, select Yes under Partial Name Match. This
will bring up names that are similar. For job seekerpayments, a job seeker search
will return either a list of job seekers (if more than one job seeker matched), or the
Budgetable Services for <Job Seeker Name> page (if a single job seeker matched).
If no job seekers match, a message displays indicating this. If a list of job seekers
displays, click the correct job seeker's name.

The fiscal representative may only access the records of job seekers
who exist within their area of control.

If a service does not display as a link, this means that the service does not have an
actual start date entered.
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Job Seeker Payments

Clicking a budgeted service provides a list of budgeted vendors (unless there are
no vendors currently associated with the service; in which case, the vendor search
page displays). A separate vendor line displays for each budgeted category.

In contrast to region and vendor budget payments, job seeker payments require
the additional step of indicating to whom the payment should be sent: a vendor,

or the job seeker themselves.

REGION AND VENDOR PAYMENTS

Both Region and Vendor payments begin by selecting a Region from the drop-

down list.

* Region

u Please choose the appropriate region below:

Vendor Job Seeker Payments Browse

Region

Tribal Consortium

m Clear
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Vendor

u Please choose the appropriate region below:

Job Seeker Payments Region Browse

[y

Region

‘ Tribal Consortium

m Clear

Region Payments
Vendor Payments
Payment Splitting

For vendor and region admin budgets, you can modify the split and participant
group for each funding stream attached to the budget. When using flat rate splits,
the payment total must be available from one program year at a time. If the split
flat rate field is populated, the split percentage field will be overridden.

Negative Payments

On the New Payment page, enter a minus sign (-) before the Units number to
create a negative payments for a returned check, refund, or negative adjustment.

Add a Vendor

You can easily add a new vendor after performing a vendor search

The payment entry page provides a quick overview table of the current budget
expenses. There are two different payment entry pages as seen below. The first
displays for TAA budgets and all wage category payments. The second is for all
other payments and allows the user to make payments for multiple categories.
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The “Amount Budgeted” header is a direct link to the budget spreadsheet for the
current budget. It shows how much this job seeker has budgeted for a specific
category by PY. The “Amount Spent” header is a direct link in to the payment
display for all current budget expenses. The “Avail” header shows how much this
job seeker has left for this budget category by PY.

The Type field allows the payment to be flagged as actual or accrual payments. An
accrual payment is an expense record that is not ready to be vouchered (released
for actual payment). An accrual payment lets the fiscal rep place those funds on
“hold” against the budget knowing that it is/will be an expense.

The Rate field allows the fiscal rep to enter the amount to be paid.

The Units field allows the fiscal rep to make a negative payment for a returned
check, refund, or negative adjustment by entering a minus sign before the units
number. (See the Negative Payments section for more information.) It also allows
the fiscal rep to make multiple payments to the same job seeker for the same
amount.

The date fields allow the fiscal rep the latitude to identify the payment date by any
date within the actual start date and estimated end date. The fiscal rep is allowed
to use the entry date, the date received, the invoice date, etc.: whichever date
helps them to track their payments.

The invoice/reference number field allows the fiscal rep to enter an invoice
number or reference information.

The New Payment page for TAA Client-Vendor payments will pre-fill with additional
vendor and reporting information. Some states require the fiscal rep to enter an
invoice date for TAA payments. The Invoice/Reference Number field allows the
fiscal rep to tie the payment to an invoice number or PO number for tracking
purposes.

The Payment Status field allows the fiscal rep to categorize the payment.
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BROWSE

The Browse option allows you to create a payments report based on specific
criteria to meet your needs.

Browse
D Enter your report criteria below:

Vendor Job Seeker Payments Region

Participant ID

Voucher ID

Check Number

(] Only Return Unvouchered Payments

Vendor ID

Service Num

Funding Streams

Participant Groups
Expenditure Categories

Start Entry Date

[ [e]
End Entry Date

Start Check Date

End Check Date

Columns to Display (r=quired)

export xcel | [ clear
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Job Seeker Payment Quick Entry

The “payment has been logged” page for job seeker payments includes an SSN
field for “quick payments.” If a fiscal rep is entering batches of similar payments
(same enrollment type, service type, expenditure type, and vendor), this field
eliminates the need to drill down to each budget.

FiscalLink uses the previous budget's information and the Participant ID provided
to find the appropriate budget and pull up the payment entry page. The payment
dates of the previous payment are used as the defaults on the next payment.

EDITING AND DELETING PAYMENTS

A payment can only be edited if it has not been vouchered. It can only be deleted if
it has not been vouchered and the current fiscal rep is of the appropriate delete
level.

Negative Payments

When entering a negative payment, the fiscal rep must indicate whether it is for an
overpayment or a future adjustment.

If a negative payment is flagged as a “Future Adjustment”, FiscalLink will apply the
adjustment to the PY selected IF the PY selected has expenditures for the
category/vendor combination that are GREATER than the absolute value of the
negative expenditure.

The Vendor field appears only for job seeker budgets that can have multiple
vendors. This assures that the negative payment cannot result in a vendor that
has a negative total contract expended amount.

The Refund Check Number field collects the personal check number of the job
seeker or vendor if monies were returned. This information is passed on to the
paymaster with the next voucher.
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Returned Checks

If, for whatever reason, a check is returned by a job seeker or vendor and must be
voided, the Fiscal main menu item Returned Check should be used. Enter the
check number and click Submit.

Returned Check

Enter the check # to be voided.

Check num (required)

Submit Reset

Provided the check number is valid, can be accessed by the current fiscal rep, and
has not already been voided, FiscalLink returns a confirmation page containing
data on each payment that was associated with the check number. The final row
of the table contains the total sum of the check, which should be double-checked
against the check amount for an exact match.

Voiding a check results in a new row for each expense covered in the check. The
new row will be an exact copy of the original, except for a negative amount in the
expense column and no voucher information. The negative payment amounts
“zero-out” the check, returning the money to the available budget. The negative
payments will also be sent on to the paymaster to update the money amount
available for mailing.
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Vendor Maintenance

The fiscal vendor table is kept independent from the ServiceLink provider table for
added security. Fiscal reps have their own system for adding and editing fiscal
vendor information.

Vendor Maintenance

u Please provide your search criteria below to find a vendor to edit. To add a new vendor, you must search first to ensure the vendor does not already exist

ADDING VENDORS

To add a new vendor, a fiscal rep must first search for the vendor to ensure it is
not already on file. Type the vendor name in the Name field and click Search.

If the vendor is not already on file, clicking the Add New button pulls up the new
vendor entry page. Using the fields provided, enter the vendor’s information as
completely and accurately as possible. This information is supplied to the
paymaster for processing payments. If the 1099 boxed is checked Yes, the
paymaster will process a 1099 for that vendor unless otherwise notified.

EDITING/DELETING VENDORS

If a vendor is not associated with any budgets or expenses, and the current fiscal
rep is of the appropriate delete level, the edit page will include a Delete button.
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MERGING VENDORS

If two or more identical vendors are on file, and both are being used for budgets
and expenses, it can become difficult to run roll-up reports that accurately depict
fiscal information by vendor. To address this, FiscalLink allows two or more
vendors to be “merged” into the same record.

The merge process starts at the search results page, where each row has a check
box to the right. Select the vendors that are duplicates, and click the Merge
Selected button.

The next page prompts for which record to keep. The selected record will be
maintained, while the others will be deleted. All contracts and expenses tied to the
non-selected vendors will be changed to the id of the selected vendor.

Vendor merges must be confirmed.
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Vouchers

Creating a voucher authorizes a set of expenses to be paid. The opening page is
for creating vendor vouchers. Related Links at the top of the page provide
navigation to the region and job seeker voucher functionality, along links for
viewing previous (Existing) vouchers, and for reconciling vouchers. The “Reconcile”
Related Link displays only for fiscal reps with the appropriate security level.

The funding stream selection list allows multiple streams to be included in a single
voucher.

Client vouchers are also divided by wage and non-wage payments.
Client vouchers can also be limited to certain service/training activities.
After providing your voucher criteria, a confirmation page appears.

This page includes a message indicating the number of payments that match the
voucher criteria and the total dollar amount of the resulting voucher. It also
includes a list of each payment included in the voucher, complete with a check box
to remove the payment from the voucher.

To flag a voucher as an “Emergency Voucher” and create the voucher file
immediately, provide an email address and select Yes under Emergency Voucher.

Clicking Payment Voucher Confirm creates the new voucher.

Clicking Breakdown displays a hierarchical list of expenses by enroliment, service,
and category. The numbers in parentheses are roll-up numbers and represent
sums for that particular category.

Clicking Payment Voucher HTML Preview or Payment Voucher Excel Preview
creates an Excel spreadsheet or HTML report of all voucher information for review
BEFORE actually creating the voucher.

Printing a voucher preview (before confirmation) or a voucher report (after
confirmation) results in a printable Excel version of the voucher.
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Voucher previews have a warning message across the top to indicate that the
fiscal rep is not viewing a completed voucher.

After voucher creation, a confirmation page displays, including the voucher
number.

DELETING OR RE-PRINTING VOUCHERS

Vouchers can always be re-printed for a historical record of what payments were
included with each voucher number. If the fiscal rep has the appropriate privilege
level, and the voucher has not been sent to paymaster, vouchers can also be
deleted. Both of these functions are performed from the “Existing” Related Link in
the Voucher section.

Provide the appropriate voucher number and click one of the re-print options or
the Delete button. Deleting a voucher required confirmation.

VOUCHER RECONCILIATION

Agency Directors and State Directors have the ability to process unreconciled
vouchers for all regions and offices under their control. This function is performed
from the “Reconcile” Related link in the Voucher section. To view the HMTL version
of the voucher, click a voucher number. If the check date differs from current date,
enter a date in the Reconcile Date field. Select the check box next to a voucher to
select it for reconciliation. To select all the vouchers, click Check All. To deselect all
selected vouchers, click Uncheck All. To reconcile all selected vouchers, click
Submit.
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Reconciled Vouchers

By clicking Reconciled Vouchers on the Fiscal main menu, fiscal reps have the
ability to view all vouchers reconciled within the past thirty days. Agency Directors
and State Directors have the ability to view reconciled vouchers for all regions and
offices under their control.

For the voucher to appear in the list, the reconciliation file must have been
received and processed by FiscalLink. Vouchers can be viewed in either Excel or
HTML format.
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Allocation Management

This application is only accessible by State Directors or staff at a specific security
level. In the Fiscal main menu, click Allocation Management. The Fiscal Allocation
desktop displays. From here, the fiscal rep can manage their State, Local Area,
Region, and Office Allocations.

STATE ALLOCATION MANAGEMENT

On the State Allocations page, select the grant year type (PY or FY). Enter the year
you want to add/edit. Funding Stream and Type of Search (Active, Inactive, or Both)
are not required, but can be used to further narrow your search. Click Search.

The State Allocation Search Results page shows all available funding streams.
Adding State Allocations
To add a new state allocation to a funding stream, click the Add New button.

Select the grant year type. Enter the year you want to add. Select the funding
stream and click Add New.

To set a new allocation, select the type of allocation. Enter the effective start and
end dates. Enter the total grant allocation in the Amount field. Select the desired
split percentages. These must add up to 100%.

LOCAL AREA ALLOCATION MANAGEMENT

On the Local Area Allocations page, select the grant year type (PY or FY). Enter the
year you want to edit. Local Area, Funding Stream, and Type of Search (Active,
Inactive, or Both) are not required, but can be used to further narrow your search.
Click Search.

The Local Area Allocations Search Results page shows all available funding
streams.
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To edit the initial allocation information, click the link in the “Local Area” column.
The Edit Local Area Allocation Information page displays. Update the information
as necessary. When you are finished, click Update Allocation.

To view or edit the program amounts available to obligate to each region, on the
Local Area Allocations Search Results page, click the link in the “Program Amount”
column.

The Region Obligations page shows all available funding streams. Edit the
obligation amounts as necessary. To indicate no allocation, leave the Amount field
blank. To save the changes, click Obligate. If the amounts obligated equal 100% of
the amount available, a success message will display. If not, a message will display
showing the difference between the obligated total and the total amount
allocated.

This app pulls job postings from your state’s America’s JobLink system, providing
access to thousands of jobs from approved employers. It connects you to your
state’s JobLink system, encouraging them to create resumes, apply to jobs, receive
one-on-one support, and get funding for education and training.

REGION ALLOCATION MANAGEMENT

On the page, select the grant year type (PY or FY). Enter the year you want to edit.
Region, Funding Stream, and Type of Search (Active, Inactive, or Both) are not
required, but can be used to further narrow your search. Click Search.

The Region Allocation Search Results page shows all available funding streams.

To edit the initial allocation information, click the link in the “Region” column. If the
region is not a link, there is no money allocated to it. The Edit Region Allocation
Information page displays. Update the information as necessary. When you are
finished, click Update Allocation.

To view or edit the program amounts available to obligate to each office, on the
Region Allocation Search Results page, click the link in the “Program Amount”
column. The Office Obligations page shows all available funding streams. Edit the
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obligation amounts as necessary. To indicate no allocation, leave the Amount field
blank. To save the changes, click Obligate. If the amounts obligated equal 100% of
the amount available, a success message will display. If not, a message will display
showing the difference between the obligated total and the total amount
allocated.

OFFICE ALLOCATION MANAGEMENT

On the Office Allocations Search page, select the grant year (PY or FY). Enter the
year you want to edit. Region, Funding Stream, andType of Search (Active, Inactive,
or Both) are not required, but can be used to further narrow your search. Click
Search.

The Office Allocation Search Results page shows all available funding streams.

To edit the initial allocation information, click the link in the “Office” column. The
Edit Office Allocation Information page displays. If the region is not a link, there is
no money allocated to it. Update the information as necessary. When you are
finished, click Update Allocation.

DISABLE AREA ALLOCATION MANAGEMENT

On the Disable/Enable page, select the funding stream and choose a level (Local
Area, Region, or Office) to turn off or on. To save the changes, click Submit.

A list of options to disable/enable displays. Carefully read the text on this page.
Select the entities you want to disable/enable and click Confirm. A confirmation
message displays.
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Audit Trail

Every time information is inserted, edited, or deleted in FiscalLink, an audit trail is
created. “Before” and “after” snapshots of all information are saved, as well as the
following information:

* Which case manager made the change.

* Which job seeker was being worked with.

The IP address from which the change was made.
* The template in which the change was made.

* General use debugging information supplied by the code.

The audit trail information is not available from the web application. Actions can
only be viewed or reconstructed by technical staff.
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Paymaster File Generation

FiscalLink generates the following five pay files each night:

Wage payment (FiscalWyyyymmddhhmmss)
Non-wage payment (FiscaINWyyyymmddhhmmss)
Wage payment returned (FiscalWRyyyymmddhhmmss)
Non-wage payment returned (FiscaINWRyyyymmddhhmmss)
Mail Address (FiscalMyyyymmddhhmmss)

These are placed on an FTP server for the ASC (payment service) to pick up. Each
week the ASC puts a reconciliation file on the FTP server. FiscalLink uses this file to
update check dates, numbers, and employee contributions.

A special process allows the generation of pay files outside of the normal nightly
process. The voucher is marked for special expedited processing within FiscalLink.
The expedited vouchers are monitored and 2 files are created for each special
voucher. The file names will be in the same format as above:
(FiscalXXXyyyymmddhhmmss). Once these files are created, an email listing the file
name is sent to the fiscal rep who requested the special voucher. The fiscal rep will
then notify the ASC, and the ASC can then retrieve the files from the FTP server.

Wage Payments/Wage Payment Returns

One file is created for each. Wage payments are payments made directly to the job
seeker. The withholding is done by the ASC.

Record 1 - File Header - (1st record in the file)

MMDDCCYY, Date file created

999999.99, Total sum of dollars on detail records

-63 -



ProviderLink Self-Service | Paymaster File Generation

9... Total count of detail records

Voucher Header - (1 for each voucher)

9., Voucher number

9..., Office Group ID number (ogiid)

9.., Fiscal Contact ID (fciid)

999999.99 Total sum of dollars for voucher

O... Total count of detail records for voucher
9..., Voucher number

9.., ID number (SSN or Vendor number) (fviid)
9, Office Group ID number (ogiid)

REG, Hard coded

9., Category number (exiid)

9..., Training activity number (ssiid)

.., Funding Stream (fsiid)

CQYy, Funding year (cacyear)

XXX, Participant Group number (pgiid)
999999.99, Amount (epmamount or esmamount)
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XXXXXXXXXX, Check Number (ckvchecknum) (Return file
only)
XOXXKXXXXXX, Refund Check Number (epvre-

fundchecknum) (Return file only)

X.... (mMax 20), Invoice/Reference Number (epv-
invoicenum)

Non-Wage Payments/Non-Wage Payment Returns

One file is created for each. Non-wage payments can be made directly to job
seeker or to a business on behalf of the job seeker.

Record 1 - File Header - (1st record in the file)

MMDDCCYY, Date file created
999999.99, Total sum of dollars on detail records
... Total count of detail records

Voucher Header - (1 for each voucher)

9., Voucher number (void)

9, Office Group ID number (ogiid)
999999.99, Total sum of dollars for voucher

o... Total count of detail records for voucher

Document Header - (1 for each unique SSN, Vendor ID)

.., Voucher number (void)
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9.., ID number (SSN or Vendor ID) (fviid)

MMDDCCYY, Begin Date (epdpaybegindate)

MMDDCCYY, End Date (epdpayenddate)

999999.99 Total check amount

9..., Voucher number (void)

9.., ID number (SSN or Vendor number) (fviid)

9.., Category number (exiid)

9.., Training activity number (ssiid)

9.., Funding Stream ID number (fsiid)

YYYY, Program Year (cacyear)

XXX, Participant Group number (pgiid)

999999.99, Amount (epmamount or esmamount)

XXXXXXXXXX, Check number (ckvchecknum) (Return file
only)

XXXXXXXXXX, Refund Check Number (epvre-
fundchecknum) (Return file only)

X... (max 20) Invoice/Reference Number (epv-
invoicenum)

Mail Address

Mailing address of each job seeker or vendor.
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Record 1 - File Header - (1st record in the file)

MMDDCCYY, Date file created

o... Total count of detail records

.. ID number (SSN or Vendor ID) (fviid)

Xoww Name

) Address line 1

) Address line 2

Xeww City

XX, State

XXXXX, Zip (XXXXX OF XXXXX-XXXX)

9.., Case manager ID (ctiid)

9..., FEIN (Federal Employment Identification
Number) (fvcfein)

9... Office ID

Reconciliation

File sent back from ASC. This is used to update FiscalLink with the check number,
check date, and employee contributions.

Reconciliation - (1 for each transaction)

.. Voucher number (void)
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9.., Fund number (pliid)

9.., ID number (SSN or Vendor ID) (fviid)

), Name

) Address

) City

XX, State

XXXXX..., Zip (XXXXX OF XXXXX-XXXX)

XXXXXXXXXX, Check Number (ckvchecknum)

MM/DD/CCYY, Date of check (ckdcheckdate)

99999.99, Check amount (epmamount)

99999.99, Employee contributions (.00 for zeroes)
(ckmcontri)

99999999.99 Garnishment amount (.00 for zeroes) (ckm-
contri)
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