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WorkFirst 

January 11, 2010

Subject:  INTERNAL CONTROLS MANUAL Update 
              Link to INSIDE WORKFIRST

The January update to the Internal Controls is now available. You can find the update three different ways.  The first way is from CATS and the other two are from the new Inside WorkFirst website.
1. In CATS find the Internal Controls Manual under the HELP tab.

You can access the Inside WorkFirst website from InsideESD or from CATS.

2. From CATS, under the HELP tab you will find the “Inside WF site” link.

3. From InsideESD, find the manual using the ECDD tab, then click on Employment Programs, scroll down to the WorkFirst Program area and then click on the Inside WorkFirst link. You will find the Internal Controls Manual under Other Resources.

The new Inside WorkFirst website provides many useful tools for WorkFirst staff and supervisors, such as reports, standards, directories, forms and letters, the ECDD training calendar and the Career Services Overview e-learning module. Take a look and see all the available information. Here is the direct URL to go visit this new website; http://www.wa.gov/esd/workfirst/ 
The January changes in this version of the Internal Controls manual include the following:

Batch Process Section

· Updated the transaction numbers pages

· Ross- look for the transaction number on the top of the receipt

· Wal-Mart- use the voucher number as the transaction number 

OJT Section

· Minimum wage changed from $9.50 to $9.00 an hour

Helpful Information Section

· How to order a new embosser 

· How To Move Funding Around On “09” Screens

· How To View The Transportation Allocation Inquiry Screen 

· How To Run The 201, 203, 204 Reports (Obligation and Unpaid Voucher Reports)
· Deleted: How to write an Objective Statement

Please direct your questions or comments on the website to Ken Koernke at 360 438-3142 or kkoernke@esd.wa.gov .

Please direct your questions or comment on the updated Internal Controls Manual to Shelley Warnock at 360 438-4143 or swarnock@esd.wa.gov .

Glenna Olson and Shelley Warnock   

WorkFirst Program Coordinators
