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Important Facts
   
Overview
)Process: Support Services: Supervisor
Supervisors and administrators are responsible for tracking their funding and running reports. 
 Important Facts About This Process:
1. The Jobs Automated System/Jobs Financial System (JAS/JFS) is used to track funds and run reports.
2. Supervisors and administrators are responsible for tracking their funding allocation, redistributing funds as necessary and maintaining oversight of their allocations.  Supervisors review the following reports using JAS/JFS:
a. 201 Unpaid Voucher Report: used to monitor the timely payments of vouchers as vouchers must be paid within 60 days of issuance.
b. 203 Outstanding Obligations report: used to monitor outstanding obligations.
c. 204 Component/Sub Category Summary Report: used to identify expenditures by category, i.e., 07 equals fund expenditure for gas, 14 for clothing.
3. The WorkFirst Program Administration enters the Allocation Funding which is found in (JAS/JFS).  
4. Supervisors transfer funding using the Maintenance Screen (09) within project codes for OJT (2345) and Basic Support (2475), so long as they do not exceed the total allocation for that project code. 
Process Steps:
See step-by-step instructions in Section 7: WorkFirst Internal Controls
Performance Measures:
None applicable.
Electronic   Access:
1. JAS/JFS
2. CATS
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Other Resources
)
Process Desk Aids  
Support Services
Exception to Rule
Batching
Vouchers
Policy/Mandates Informing This Process: 
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1. Support Services Directory 
2. WorkFirst Internal Controls Manual. Section 7 – Running Reports 
3. WorkFirst Handbook
a. 2.2  Support Services Directory (Step by step guide: definition, purpose, limitations) 
b. 2.2.8  Exception to Rule  (Formal exception to exceed support services limits/case by case decision) 
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