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REPORTING AND PAYROLL

SUMMER YOUTH EMPLOYMENT PROGRAM 2014

ILLINOIS WORKNET SYEP 2014 - WWW.ILLINOISWORKNET.COM/SYEP2014

WHAT WEWILL COVER

“ Reports
“ Payroll
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ILLIN’Cﬁ Il .

WORKFORCE PROFESSIONALS GUIDE

ILLINOIS WORKNET SYEP 2014 - WWW.ILLINOISWORKNET.COM/SYEP2014 3

YOURTOOLS

Connecting Youth and Employers!

Use the SYEP Guide
as your main
resource.
Partners

SYEP Guide

Workforce Partner Layoff
Recovery Guide

To access it, click the
link at the bottom of
the SYEP website.

http://www?2.illinoisworknet.com/SYEP20 | 4/Pages/SYEPguide.aspx
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REPORTING

= Requirements

= Payroll Upload

« Expenditures Report Upload
« Youth Outcomes
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REPORTING

Maintain Time Records and Payroll

Upload Expenditure Reports

Enter Outcomes for Each Youth

Run Reports as Needed
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Youth Wage Timesheet

Pay Pasiod Stast PayPeicd End IDNo.
Worksite: Dept. No..
Employee Name: SSN4

ILLINOIS

Career specialist:

WEEK 1

[Time cannor exceed 40 paid hours a weeke Noovertime i allowed.

Tosl Hes Wosind aet nchsing|
Luaen

Dayof Week  Date Timel  Lunch Time Ow LunchTimeln  TimeOut
Saturda,
Sunda /
Monday} 7
Tuesdn] 17
Wednesday] 14
Thursdas I
Frida I
Tal weekly TOTAL WK 1|
Time on Work Readiness
WEEK 2 |Time cannot exceed 40 paid hours a week. Noovertime is allowed.

Tos1Hz Woded not

Youth and Dayof Week  Date Time In Lunch Time Out Lunch Time In Time Out including Lunch

Employer should =

verify time worked —— rotat
e on Work et

Employee Sigaature and Date

ILLINOIS WORKNET SYEP 2014 - WWW.ILLINOISWORKNET.COM/SYEP2014
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PAYROLL FORM

SYEP Azemy SFf Sizmatuce and Date

On-Sife Supervisor Stgnature and Dake

mw‘msR

ED
o wt:rclfnbiflet' 2014

SY

it tier Lo

[ cusomer [ reams vy oot et s | rpors

Column Name Description Format Sample
Provider The grantee is the employer of record. integer FEIN
This is the id of the grantee. 99-9999999
Export a Comma Separated
. PayPeriodEndDate |End date of the pay period Use MM/DD/YYYY format  |11/25/2011
(.csv) file of your employee
reCOrdS. FirstName First Name 30 characters ohn
LastName Last Name 30 characters Smith
OR export the information
. . SSN4 The last four digits of the SSN. 4 characters, including any 0345
from lllinois workNet. leading zeroas
. WorkSite Work site where the youth was placed 250 characters hite Oaks Mall
Informatlon M UST matCh the based on worksites entered in lllinois
. workNet.
fields exactly or upload will
fall HoursWorked Hours worked decimal number 35.5 0r35.50
HourlyWage Hourly wage decimal number 9.0
TotalGrossWages |Total Gross Wages (Hours worked * decimal number 355.00
Hourly wage)
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Bl Export Payroll Template

2. Update payroll information and save as a CSV file.

FORMS & PAYROLL - e

Upload History/Search
Select Employer Bureau of Benefits -
Select Worksite Select a Worksite +

‘¥ payroll period
Start Date:

Payroll upload is required based on each
providers pay periods.

Youth could work at multiple worksites
during any pay period.

"% payroll Period End
Date:

Last Name filter:

Verify each youth’s payroll is tied to the
worksite(s) they are assigned.

Payment to grantees will be based on the i Pay Period Invoices  Added By
upload of payroll information e e}
P pay . 9/21/2010 3:14:35 PM  (pate) 1 36 Susan 896 South Suburban
. Dubeck College
Dept' Of Commerce & Economlc 9/21/2010 3:16:05 PM  (Date) 1 98  Susan 896 South Suburban
Opportunity (DCEO) will ensure that Dubeck College
. 10/1/2010 3:05:23 PM  (pgte) 2 101 Susan 896 South Suburban
payroll upload matches expenditures. Dubeck College
. . 10/8/2010 3:02:59 PM (Date) 1 109  Susan 896 South Suburban
DCEO will verify the payroll uploads Dubeck College
A H A Update 10/18/2010 1:13:39  (pgat, 3 99  Susan 896 South Suburban
match invoices for payroll reimbursement. o (oate) e T
Update 10/18/2010 1:15:03  (pate) 2 91 Susan 896 South Suburban
PM Dubeck College
°
ILLINOIS kN t° ] ] ]
o workiNe Expenditure Report Upload Instructions Coming Soon
°

EXPENDITURE UPLOAD

< p—-—
T":M:;:ru Tammy Stone
Customers | Teams | Employed || Payroll Expanditures | Besources | Reports ap-ndnu:h;: :I:I;ssr;-i&n: Fayme ;w::—aﬁmm
m Work Placements | | Credentials rrantee Mame ate
ReportPeriod | Fom | |__To__|  RepotMo
—— e
Final
P———
Previously | | Curent
Budget Expanse ;::.:. Balanc
DCEO will require a Trial Balance Report X
) 5
monthly from your accounting software. o
T = o) 0.00]
All expenditures will be submitted using P on ot e o s G
: o e T e
this form. e, ot s oM snases oy o
lbahalf of this agency. Manager:
- @em
By: Accaunting o
Grantea (date) Input

ILLINOIS\

o wt: rkNet



6/19/2014

‘umm-m‘ voss  Evpimn  Pesmens  Ogenstens

[Ere—

[R— o |
| o o \
YOUTH OUTCOMES e e
o < =
JR—
Dashboard  Youths =~ Employers  Placements  Organizations - et N I I
Youth Profile rersvane . -
+ Name: Chris E Scheufele ‘Organization :ﬂlmm“nm I: o = ==
f + DOB: 6/14/1994 lilinois workNet
" Assesements and Worksite Flacement Status
— S o R
, Providers add youth Completion Status
outcomes to the youth Section Count Parcant Loss Rt Pass Rate
proﬁ le page. Not Set 0 0%
Returmed to school 1) 0%
Hired by employer o 0%
. . Enrolled in training 0 0%
These will display on your SR ) -
dashboard. ﬁ Total 0 0% 0%
(]
ILLINOIS
e workNet’
\_‘.

END OF PROGRAM

Dashboard

m Work Placements

- . Training~Connecting
'@“!‘w’.‘.‘.’a Developing liinois’ Worklorce

Youths Employers Placements Payroll/Expenditures

Reparts Resources

Youth and Providers
submit success stories
through the SYEP tools.

Be a SYEP Employer
Employers submit
e Employer Partcipation i Keyt @ success stories through

s the SYEP Employer
: 5 s webpage.

Vinat i the program?

ILLINOIS\ n Whv narticinata?
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REPORTING: DASHBOARDS

6/19/2014

Dashboards provide an overview of youth status in the program.

Dashboard Youths Employers Pacaments
Werk cets
Corrpisied Applcatione (1] {Cass County Assistance Center
Applcations In-Progress (] 205 St Stieet
Total [ 4] Beardsionn, L 62618
Acoepling Applcations ho
Emgbity Determination Status
Secton Count Parant Loss Rala Pass Ralo
Submitied 100%
Eigbl o
Nol Eigbles o
Total o o
(3
1LiNols
eq workNet’
®

REPORTS

Dashboard Youths

Work Placements

Employers

SYEP Reports

Select a report,

General Reports

Placements

Payroll/Expenditures

I. Easy access to a list

| of youth through the

dashboard.

2. Export the list for
more detailed
reports (coming
soon).

Resources

[ ILLINOIS WORKNET SYEP 2014 - WWW.ILLINOISWORKNET.COM/SYEP20 14
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Sign into SYEP Tools

All Resources

w SYEP 2014 Updates

= Upcoming Items (Additional webinars and dates may be added)
“ Get Started — July | @ IPM (SYEP Partners)
= Career Readiness — July | @ 2:30PM (SYEP Partners)
“ Youth Work Experience — July 2 @ |PM (SYEP Partners)
“ Program Reports & Payroll — July 2 @ 2:30PM (SYEP Partners)

“ Violence Prevention Webinar — June 25 |PM & July 8t 2PM
(SYEP Youth and Partners)

= Technical Assistance Webinars — June 25 July 2,9, 16,30 August 13,20 10:30- ° Full List of Resources
I 1AM (SYEP Partners)

Q Archived Training Materials and Videos

THANK YOU FOR YOUR TIME Please forward additional questions to. S‘E D
2014

QUESTIONS

Email:
info@illinoisworknet.com
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