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Create A Cash Draw Refund

Overview

Workforce Board vendors will use this procedure to create a refund transaction against
one or multiple contracts. Once the refund transaction is created, the refund receipt
page will need to be faxed to TWC. Funds will not be returned to the contract(s) until the
check has been received by TWC.

Steps

Step 1: Sign into the Cash Draw System.

Log into the Internet. Put in either of the following web addresses:
http://www.twc.state.tx.us/boards/cashdraw.html
http://www.texasworkforce.org/boards/cashdraw.html
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The following page will appear:

; Cash Draw and Monthly Expenditure Reporting System - Microsoft Intemnet Explorer provided by Texas Workforce Commi... [BI[=] E3

| Fie Edt View Favortes Tooks Help |

| EBack - = - (D (2] 7Y | Qsearch [GFavoies CAHisoy | (Y- S ooy -

| Address |@ http: /e bwie. state. e s/ development/boards/ cashdraw. himl r| @G
| @] | seach: @ web @hReference ~ (DShopping ~ P Travel @ Games

-
hame | site inc of information

TexasWorkforce

Businesses & Job Seekers & Service Boards & Network Researchers &
Employers [] Employees [ Providers [7] Pariners [] Policy Makers 7]

Go!
search

Cash Draw and Monthly Expenditure Reporting System

The Cash Draw systermn allows authorized wendors to process cash draws, adjustments, refunds and e
expenditure reports on grant contracts through the Intermet. The system automatically validates all

requests before submission to promote swift, accurate processing and payment. Wendors receive onling
transaction confirmation and can check the status at any time.

The Expenditure Repaorting component is scheduled for later this year.

Ready to begin?

m Logan

I_I_ (B8 Local intranet

Step 2: Select the Logon link.

It is also possible to access the Request an Account link from this page too.

Step 3: Click OK.
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The following page will appear:
; Caszh Draw - Microsoft Internet Explorer provided by Texas Workforce Commission

J Fil=  Edt “iew Favoites Tools  Help

J A Back = =) - @ ﬁ | @Search @Favolites @Histol}l ||%v W - '33
J.&gdless I@ hittp: /A wvtest bwe state. bt us/CASHD R&W Adispatcher j @Go
J @I I j Search: O\Web @Heference - @Shopping - q) Trawel @Games

Cash Draw and Monthly

Expenditure Reporting System

Page Hi
Logon
Already a User ? New User ?
Logaon with your Texas Workforce User 1D: If you don't have a Texas Workforce
User D, please request an

account:
User ID: *| |

Password: *| | REQUESt an account

Forgot your password?

Unauthorized use is prohibited and any attermpt to circurmvent TWC
procedures or to enter unauthorized data will be considered a violation of
lawe and abusers are subject to criminal prosecution.

* indicates required information

a|
[&]

l_ l_ Local intranet |

Step 4: Log into the system with a User ID and Password.

& User ID and Password are case sensitive.
& If an account has not been established, select the “Request an account” link
and follow the directions.
Cash Draw
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After a successful log page similar to the one below will appear:

< Cash Draw: My Home Page - Microsoft Internet Explorer provided by Texas Workforce Commission =181

File Edit ‘Wiew Faworites Tools Help ﬁ
dpack + = - ) 7t | Qhsearch [ Favorkes  EhMedia gl - S5 = @

Address Ig‘] https: ffwnatest bwc, state, b, us/CASHDR AW fdispatcher j 6>Gn | Links

=

Cash Draw and Monthly

Expenditure Reporting System i1yl Expenditure Reports Cash Draw Reports Admin Help Logoff

_[My Home |[My Profile] [Vendor Profile] 4
Page Help
Systemn Status
le Home Page
Quick Nav
Create Cash Draw Request - Welcome

Create Adjustrment
Create Refund

Vendor Action Required
Trans ID Contract Mo, Type Submitter Entered Amount

Search for Contract
Search for Voucher
Beview & Submit Requests
“iew Expenditure Reports
Certify Expenditures
Search for Expenditures

Search for Budgets
Search for Closeouts

Mo reguests needing Vendor action.

Due Date Action

Trans 1D Contrasg o [ype Entered Amount
o pending requests

“oucher D Submitted USAS Pan Status  Payment Mo. Amount
Mo current vouchers.

Home | Expenditure Reports | CashDrawe | Reports | &dmin | Help [| Logoft | ContactMNgrmation | Ermail Us
My Home | My Profile | ‘endor Brofile

Texas Workforce |

H
&) opening page https: /fumtest twe. state. bx, us/CASHDRAW, dispatcher Fink=HREF&pagpid=REVIEW_AND_SUBMIT... [ [ |5 [EE Local intranet

Step 5: Click on the Cash Draw tab.

& This page can also be accessed by selecting the ‘Create Refund’ link in the

Quick Nav box.

& The Quick Nav box is a helpful tool for navigating in the Cash Draw system.
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page similar to the one below will appear.

Cash Draw: Cash Draw Request - Microsoft Internet Explorer provided by Texas Workforce Commission |7 x|
Fle Edit \Wew Favorites Tools  Help ﬁ
dpack + = - () at ‘ Qhsearch  [SFavorkes  Media OF | S = @

Address Iﬁﬁ hitkps: f kst by skate, b usfCASHDR AW dispatcher Flink=HREF&pageid=CASHDR AW _LIST j @Gn ‘Links
Cash Draw and Monthly =
Expenditure Reporting System Home Expenditure Reports [&DIEPY Reports Admin Help Logoff

_[CashDraw | [Adj |[ Refund [[Tra ion Search|[Contract Search|[Voucher Search][Review and Submit]

Page Help
Cash Draw Request
Vendor: Permian Basin WDB
Select Contract Mo.  aProgram Typa Begin Date End Date  Contract Current Budget Cash Balance Available Balance
¢ 105CCFO00  CCF 10/01/2004 10/31,/2005 §7,350,090.00 $2 463 390.00 $2,463,390.00
¢ 1105CCMO0D  CCM 10/01,/2004 12/31/2005 $832611.00  $374 553.40 $374,853.40
¢ 105CCPOO0  CCP (97012004 08/31,/2005 $172043.55 $56 429.33 $56,429.33
¢ 105CLADOD  CLA 0/01,/2004 09/30/2005 $450501.00  $157,001.00 $157,001.00
¢ 105CLEDO0  CLB 1N/01/2004 10431/2005 §1955 469.00  $330,969.00 $530,965.00
¢ 1104TAADOD  TAA &31/2004 09/30/2005 $43 165.97 $31 365.97 $31,365.97
¢ M03WPFOOO  WPF 07012003 06/30,/2005 $4,182 079.00 $20 426.00 $20,426.00
¢ NM04WPFOOD  WPF 07012004 D6/30,/2006 $3855043.00 $910547.00 $910,547.00
¢ T105WSWO0D WSV 10/00/2004 12/31,/2005 $51.251.00 $22251.00 $22,251.00
¢ T105WSWOOT WSV 01/01X2005 12/31/2005 $50,000.00 $19,000.00 $19,000.00
Service Date: % | [/ [/ ‘
(hihd) om (CCYY)
The Service Date may limit which PO lines
display on the Cash Draw Worksheet
for the selected Contract
% indicates required information
Home | Expendiures Reports | CashDrewy | Rkports | Admin | Help | Logoff | Cortact Information | Email Us
CashDraw | Adustmert | Refund | Transsction\search | Contract Search | Woucher Search | Review and Submit
Texas W'(n‘k\(orce ( Ll
[&] Done [ |2 [BE Local inkranet

Step 6: Select the Refund tab.

Cash Draw
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A page similar to the one below will appear.

3 Cash Draw: Refund Request - Microsoft Internet Explorer provided by Texas Workforce Commission . = él
File Edit Yiew Favorites Toaols  Help ﬁ
GaBack + = - D) ﬁﬁl iQizearch (G Favorites  Emedia £4 | B-SHE®
Address |zj https: ffwammtest, bvc,state, b us/CASHDRAW dispatcher Fink=HREF&pageid=REFUND _LIST j @Go Links

Cash Draw and Monthly =
Expenditure Reporting System Home Expenditure Reports [IEENY Reports Admin Help Logoff
|CashDraw||" ljusts ‘|| Refund ||Transaction SearchHContrac‘l Search||\fuucher SearchHReview and Suhmit|
Page Help
Refund Request
Vendor: Permian Basin WDB
Select Contract Mo aProgram Type  Begin Date  End Date Contract Current Budget Cum. Request Total
- 1105Ceroon CCF 10/01/2004  10/31/2005 $7,350,090.00 $4 BB6,700.00
r 5 CCHO00 CCM 10/01/2004  12/31/2005 $5832,611.00 $457 757 60
Il CCP 09/01/2004  08/31/2005 $172,043.88 $115514.22
| CLA 10/01/2004  09/30/2005 $450,501.00 $293,500.00
M 1105CLB000 10/01/2004 1043142005 $1 955 469.00 $1,124 50000
M 1104TAADDD 083172004 09/30/2005 $43,165.57 $11,800.00
- 1103vWPFODo 07/01/2003  06/30/2005 $4,182,079.00 $4 161 853.00
r Jo04VPEODD WPF 07/01/2004  0B/30/2006 $3.855,043.00 $2944 496.00
M 1105YWSWWOOO WSy /01/2004  12/31/2005 $51,251.00 $52,000.00
- 1105WSWIOO1 WSy o 005 12/31/2005 $50,000.00 $31,000.00
Service Date: % | 1] [4] |
(MM oD [CCYY)
# indicates required information
Home | Expenciture Reports | CashDraw | Reports | Admin | Help | Logd¥ | Contact Informastion | Emeil Us
CazhDraw | Adustment | Refund | Transsction Search | Confract Search | YoucPexSearch | Review and Submit
Texas Workforce Commis
E
|g1 lilil—éi E Local intranet

Step 7: Select appropriate contract(s).

Select one or more contracts to make a Refund to by clicking on one of the radio
buttons.

&~ This page will display the available contracts for a specific Board along with
the Program Type, Begin Date and End Date of the contract, the Current
Budget and Cumulative Request Total.
& To view complete details on an individual contract, click on that Contract
Number link (in blue). Return to the previous page by clicking on the
Previous button located in the bottom right of the page.
Cash Draw

Page 6 of 13

WD Letter 44-05, Attachment 2



Ly s
Texas, (?\
Workforce

COMMISSION Cash Draw Procedure Manual
Create a Cash Draw Refund

Step 8: Enter the Service Date.

This date is at the bottom right of the Refund page. Click on the ‘Next’ button after the
date has been entered.

& The service date must be a date within the Contract period. This will be a

date between the beginning and the ending date of the Contract.

& This date is in (MM)(DD)(CCYY) format. For example, if the date is May 22,
2003, it should be entered as 05 22 2003.

3 Cash Draw: Refund Request - Microsoft Internet Explorer provided by Texas Workforce Commission ;Iilzl

File Edit Wiew Fawvorites Tools  Help ﬁ
GBack + = - (D ﬁ| @search [GlFavorites EfMedia 4 | B S @

Address |@ hitkps: ffwnatest, bwc,skabe, b us/CASHDRAW dispatcher Pink=HREF&pageid=REFUND _LIST j @Go | Links

E

Cash Draw and Monthly

Expenditure Reporting System Home Expenditure Reports (S MEYY Reports Admin Help Logoff

[CashDraw | [Adjustment][ Refund |[Transaction Search|[Contract Search][Voucher Search] [Review and Submit|
Page Help

Refund Request

Select Contract Mo. AProgram Type  Begin Date  End Date Contract Current Budget Cum. Request Total
[ 1105CCroon CCF 10/01/2004  10/31/2005 $7 ,350,0590.00 $4 556 ,700.00
- M05CCMWO00  CCM 10/01/2004  12/31/2005 $532,511.00 $457 757 60
- 110sCccPood CCP 09/01/2004  08/31/2005 $172,043.55 11561422
- 1105CLAQ00 CLA 10/01/2004  09/30/2005 $450,501.00 $293,500.00
- 1105CLB000 CLB 10/01/2004  10/31/2005 $1 955 469.00 $1,124 500.00
- 1104TAADDO TAMA 08/31/2004  09/30/2005 $43,165.97 $11,800.00
- 1103vwWPFODD  WPF 07/01/2003  Ok/30/2005 $4,182,079.00 $4 161 853.00
- UO04MPFODD WWRPF 07/01/2004  0B/30/2006 $3,855,043.00 $2 944 496.00
- 105WEWVOOO  WWSWY 10/01/2004  12/31/2005 $81,251.00 800,00
- 1105WWEWWOOT  WWSWY 010172005 12/31/2005 $50,000.00 $31,000.00[

Service Dale:*| U5‘f’| [|1|:’| 200
(M) (DD) (CCYY)

* indicateW

Home | Expenditure Reports | CashDraw | Reports | Admin | Help | Logoff | Cortact Information | Email Us
CashDraw | Adustment | Refund | Transaction Search | Cordract Search | “oucher Search | Review and Submit

Texas Workforce

El
. [ [ 5 BEoeintaret
Cash Draw N

WD Letter 44-05, Attachment 2



Texas, {
Workforce

COMMISSION Cash Draw Procedure Manual
Create a Cash Draw Refund

After the ‘Next’ button has been selected, a page similar to the one below will appear.

4 Cash Draw: Refund Worksheet - Microsoft Internet Explorer provided by Texas Workforce Commission =8|

File Edit Yiew Favorites Toaols  Help ﬁ

GaBack + = - D) ﬁﬁl iQizearch (G Favorites  Emedia £4 | B-SHE®

Address |zj https:/ femmtest by skake, bx,usCASHDR AW dispatcher j @G | Links
| CashDraw | [Adj || Refund |[[Tr ion Search|[Contract Search||[Voucher Search]|Review and Submit| -
Page Help
Refund Worksheet

Yendor: Permian Easin WDE Iransaction |D: -

Service Date: 05/01/2005 Type: Refund
Entered: 071372005
Modified:
Modifier:
Status:
Voucher ID: —

Amount: $0.00

Contract No.: 1105 CCFD00

Program Type: CGF
Contract Current Budget: $7,350,090.00
Cum. Request Total: $4 886 700,00
PO Line Desc. PO Line Mo, BY GY Current Budget Curn. Request Total “endor Ref Arnount #
Direct 0000020710-1 05 05 $5667,503.00 $3,775000.00 -5
Mon-Direct 0000020710-2 05 05 9$1682587.00 $1,111,700.00 %
Contract Refund Total: - §0.00
| Update
Comment: * ~| Total Refund Amount: - §0.00
Check Amount: * $|:| =
Check Number: *
(Limit 250 characters - approximately 7 lines of text)
| Reset || Cancel Changes || Save Request ‘ j
|g1 Done lilil—éi E Local intranet

Step 9: Enter the dollar amount to be refunded.

& The PO Line Description, PO number and line number, Budget Year, Grant
Year, Current Budget and Cumulative RequestTotal can be viewed here.

o Enter the amount to refund to each PO line. The amount entered must
be within the PO Line’s Cumulative Request Total as funds may not be
refunded that have not been drawn.

o Add a Vendor Ref if desired.

o The Comments field is required for refund transactions and available at
the bottom left of this page. This field will accept 250 characters.

Cash Draw Page 8 of 13
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Step 10: Enter the Check Amount and the Check number.

Enter the actual check amount in the Check Amount box. The Check Amount
entered must match the system-calculated Total Refund Amount in order to save the
refund transaction.

e Enter the check number in the Check Number field.

A page similar to this one will appear.

3 Cash Draw: Refund Worksheet - Microsoft Internet Explorer provided by Texas Workforce Commission |8 5'
File Edit Wiew Fawvorites Tools  Help ﬁ
= Back -~ = - @ ﬁ| @Search (el Favarites @Media @ | %v =h = 2
Address |@ htkps: ffwnatest, bwc, skabe, b us /CASHDRAW dispatcher j @Go | Links

| CashDraw | | Adjust t]| Refund ||Transaction Search||Contract Search||Voucher Search|[Review and Submit]| -]
Page Help
Refund Worksheet
Vendor: Permian Basin WDEB Transaction 1D: -
Service Date: 05/01/2005 Type: Refund
Entered:  07/13/2005
Modified:
Modifier:
Status:
Voucher ID: -
Amount: $0.00
Contract No.: 1105CCF000
Program Type: CCF
Contract Current Budget: $7 350 090.00
Cum. Request Total: $4,886 700.00
PO Line Degc. PO Line Mo,  BY GY Current Budget Cum. Regquest Total “endor Ref. Amount *
Direct 0000020710-1 05 05 %5667 503.00 $3,775,000.00 -5 100.00
Mon-Direct 0000020710-2 05 05 $1652557.00 $1,111 700.00 -5 £0.00
Contract Refund Total: - $150.00
— | Update
Comment: * pezund =1/ Total Refund Amount: - $150.00
Check Amount: * 150.00 -
Check Number: * A1 234
(Limit 250 characters - approximately 7 lines of text)
|Reset || Cancel Changes || Save Request ‘ =
|2§| Done

l_l_ ré_ E Local intranet

Step 11: Click on the Save Request button.

The ‘Save Request’ button is located under the ‘Check Number’ field. Other options
available are the Reset (erases what was entered and stays on page), Cancel Changes

(cancels what was entered and returns to previous page) or Update (updates the dollar
amounts, if needed.)

Cash Draw Page 9 of 13
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After clicking on the ‘Save Request’ button, a page similar to the one below will appear:

4 Cash Draw: Refund Receipt - Microsoft Internet Explorer provided by Tenas Workforce Commission =1=x

File Edit Yiew Favorites Toaols  Help ﬁ
GaBack + = - D) ﬁﬁl iQizearch (G Favorites  Emedia £4 | B-SHE®

Address Igj https:/ femmtest by skake, bx,usCASHDR AW dispatcher j @G0 | Links

Cash Draw and Monthly =

Expenditure Reporting System Home Expenditure Reports [EEVENY Reports Admin Help Logoff

CashDraw | |Adjust t|| Refund ||[Transaction Search||Contract Search|[Voucher Search||Review and Submit
| I If I I I I |
Page Help

Refund Receipt

Vendor: Send check and copy of this page to: Transaction ID: 16348
Permian Basin WDEB Texas Workforce Commission Type: Refund
PO BOXB1947 Controller Department, Depository Entered:  07/13/20
MIDLAKND | TX 797 11-1947 PO Box 322 Modified:

Austin, TX 78767-0322 .
Modifier:

ISAS Vendor ID: 1752770711 Status:  Pending

Submitter: ::ha_u a cop‘y qrf]glg. check and Voucher ID: -

Phone: (432) 563-6239 'S page to TL: AmommE - GIE

Check Amount:  $150.00 Fax (517) 936-3090 Show Histary

Check Number:  A1234

Comment: Refund

Contract No.: 1105CCF00D
Program Type: CCF

PO Line Desc. FO Line Mo. BY GY “Wendor Ref.
Direct 00000207 10-1 05 05
Mon-Direct 0000020710-2 05 05

Contract Refund Total:

Total Refund Amount: - $150.00
Quick Nav

Go to WMyorklist/Home

Create a new Refund

iew/Edit this Refund Request |

|®:| lilil—g E Local intranet

& Note of the Transaction ID assigned to this request.

& This Transaction ID box will also display the entered date, modified date,
Status, Voucher ID and monetary amount. Select the ‘Show History’ link to
view the history of this transaction.

& Data that was entered into the ‘Comments’ field and the ‘Vendor Ref’ field
can be viewed here.

& Once a Refund request has been saved, it is ready to be Reviewed and
Submitted.

Cash Draw Page 10 of 13
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Step 12: Make two copies of this Refund Receipt.

Review the screenshot and notes below for some important procedures to follow in
submitting a refund.

4 Cash Draw: Refund Receipt - Microsoft Internet Explorer provided by Tenas Workforce Commission =1=x

File Edit Yiew Favorites Toaols  Help ﬁ
GaBack + = - D) ﬁﬁl iQizearch (G Favorites  Emedia £4 | B-SHE®

Address |zj https:/ femmtest by skake, bx,usCASHDR AW dispatcher j @G | Links

Page Help d
Refund Receipt

Send check and copy of this page to:

Vendor:

Transaction ID: 16348

Perrnian Basin WDB Texas Workforce Commission Type: Refund
PO BOX 1947 Controller Department, Depository Entered:  07/13/2005
MIDLAND |, T 79711-1947 PO Box 322 Modified:
Bustin, T¥ 787670322 )
Modifier:
ISAS Vendor ID: 1752770711 Slatts: R =
Submitter: B ::ha_x a cop‘y qrf\;‘:lg. check and Voucher ID: -
Phone: (432) 5B3-5239 s page to TE: Amount:  §150.00

Check Amount:  $150.00 Show History
Check Number: A1234

Comment: Refund

Fax (512) 936-3290

Contract No.: 1105CCF00D
Program Type: CCF

PO Line Desc. P Line No. BY GY wendor Ref. Amaunt
Direct (0000207 10-1 05 05 - $100.00
Mon-Direct (0000207 10-2 05 05 - $50.00

Contract Refund Total: - $150.00

/ Total Refund Amount: - §180.00

Quick Nav
Go to Waorklist/Home
Create a new Refund
iew/Edit this Refund Fequest
Recall this Refund Refuest
Review and Submit Tfansactions
7 —

Home |/ Expenditure Reports | CashDraw | Reports | Admin | Help | Logoff | Contact Information | Email Us
CaghDr | Adustment | Refund | Transaction Search | Contract Search | “oucher Search | Review and Submit

|g1 https:;’;‘wwwtest.lm/cftatetx.us,l'CnSHDRAWJdlspatcher?Ilnk:HREF&pageld:REVIEW_AND_SUBMIT

El
B [ ocalntraret

& Send the check and a copy of this page to the above address\ Once

Contracts Payable has approved the refund and the Controller
Department has received the check, the refund will be deposite
to the correct contract.

Fax a copy of the check and the Refund receipt to the above Fax
number. The Contracts Payable unit will use this data to approve the
refund.
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Step 13: Use Quick Nav to navigate to another area of the Cash Draw system.

See the screenshot below for the Quick Nav options available.

3 Cash Draw: Refund Receipt - Microsoft Internet Explorer provided by Texas Workforce Commission

Check Amount:  $150.00 Show History
Check Number:  A1234

Comment: Refund

Fax (512) 936-3290

Contract No.: 1105CCF000

Program Type: CCF

PO Line Desc. PO Line Mo. BY GY “endor Ref. Amaunt
Direct 00000207 10-1 05 05 - $100.00
Mon-Direct 00000207 10-2 05 05 - $50.00

Contract Refund Total: - $150.00

Total Refund Amount: - §150.00

Quick Nav
Go to Worklist/Home
Create a new Refund
Wiew/Edit this Refund Reguest
Eecall this Refund Reguest
Eeview and Submit Transactions

mes | CashDraw | Reports | Admin | Help | Logoff | Contact Information | Email Us

CashDrawe | Adjustment | Refund | Transaction Search | Cortract Search | Woucher Search | Reviewr and Subimit

Texas Workforce |

(5]

=
[ 5 [BErocalintraret

== x|
File Edit Yiew Favorites Tools  Help ﬁ
“Back v = - (D) ﬁl Qzearch (G Favorites  Media ¢4 | B =N ]
Address I%j hittps:f henwkest, b, skate, b us CASHDR AW dispatcher j @Go | Lirks
Vendor: Send check and copy of this page to: Transaction ID: 16348 ;I
Permian Basgin WDE Texas Workforce Commisgion Type: Refund
PO BOX B1947 Contraller Department, Depasitary Entered:  07/13/2005
MIDLAKD |, TX 797111947 PO Box 322 Modified:
Austin, TX 78767-0322 )
Modifier:
ISAS Vendor ID: 1752770711 Seirs (Pemdig
Submitter: n ::hz!x a cop‘y qrfﬁl;g. check and Voucher ID: -
Phone: (432 563-5239 'S page to T Amount:  §150.00

Transactions may be recalled after they are saved, but before they are

submitted to TWC for further processing. Recalling a transaction is very
much like deleting a transaction except the receipt page of the transaction
may still be viewed. To recall a transaction use the “Recall this Refund
Request” link in the Quick Nav section displayed on the receipt page.

Cash Draw
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Related procedures

Request a Cash Draw Account
Search for Contracts

Search for Transactions

Search for Vouchers

Create a Cash Draw

Create a Cash Draw Adjustment
Review and Submit in Cash Draw

Table of Contents
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