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Vocational Rehabilitation 

Instructions, Procedures and Codes For 
Administrative (Operations) Costs 

Federal Fiscal Year (FFY) 2017 
(Issued: October 4 of 2016) 

Federal Fiscal Year (FFY) 2017 is from October 1, 2016 thru September 30, 2017. 

HCM (PTA) 

There will be no changes to how you code your payroll, time and attendance in STAR HCM.  
Since we use task groups and profiles, changes will be made behind the scenes and, therefore, 
have no impact on staff.  Just continue using the same profile codes as before. 

P-Cards (PAL) 

There will be no changes to how you code your p-cards.  The DWD Finance Bureau will 
manually make changes behind the scenes and, therefore, have no impact on staff.  Just ensure 
you use the proper account codes. 

a. Hotels and other travel charges not on the travel expense report should use the same coding
as the travel expense report.  See the below section on Travel (Expense) Reports for the
proper account code.

b. Registration for training and conferences not on the travel expense report should use
account code 7314000 for in-state and 7318000 for out-of-state registrations.

c. Airline tickets not on the travel expense report should use account code 7316000 for out-of-
state business and 7318000 for out-of-state training/conferences.

d. 7390000 = cell phones/air cards
e. 7440000 = car rentals and gas
f. 8070100 = general office supplies

If there are additional items not listed above, please forward them to Lenn Schneider in central 
office, and they will be included in a future e-mail. 

Travel (Expense) Reports 

Travel vouchers for all travel through September 30, 2016 should be submitted no later than 
Tuesday October 25, 2016.  All other administrative charges should be submitted as soon as 
possible (i.e., as soon as PCards/PAL statements are due, invoices are received, etc.). 
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Please ensure you use the proper account codes. 
 
o The account codes for travel, training and conferences are: 

• 7312000 for all in-state business travel 
• 7314000 for all in-state training/conference travel 
• 7316000 for all out-of-state business travel 
• 7318000 for all out-of-state training/conference travel 

 
Only the project code will change, effective for all travel beginning October 1, 2016. 
 
For nearly all staff, the new project code will be 44500VR30001_17. 
 

% GL 
UNIT 

BUD 
REF* 

FUND APP DEPT 
ID 

PC BUS 
UNIT 

PROJECT^ ACTIVITY SOURCE 
TYPE 

78.7% 44500 FY2017 10000 54100 varies 44500 44500VR30001_17 VR000FED TRAVL 
21.3% 44500 FY2017 10000 50200 varies 44500 44500VR30001_17 VR000GPR TRAVL 

 
* = changes every July 1; ^ = changes every October 1 
 
For the business service consultants ONLY, the new project code will be 44500VR30010_17. 
 

% GL 
UNIT 

BUD 
REF* 

FUND APP DEPT 
ID 

PC BUS 
UNIT 

PROJECT^ ACTIVITY SOURCE 
TYPE 

100% 44500 FY2017 10000 54300 varies 44500 44500VR30010_17 VR000 TRAVL 
 
* = changes every July 1; ^ = changes every October 1 
 
For Promise grant staff ONLY, the coding will remain 44500VR31101_14. 
 

% GL 
UNIT 

BUD 
REF* 

FUND APP DEPT ID PC BUS 
UNIT 

PROJECT ACTIVITY SOURCE 
TYPE 

100% 44500 FY2017 10000 54500 4450080050 44500 44500VR31101_14 VR000 TRAVL 
 
* = changes every July 1 
 
Coding for specialized costs (such as reasonable accommodations and facilities) will continue to 
be provided and approved by central office contact staff.  
 
Coding for central office-only specialized costs (such as WRC and IT) will be sent to the 
appropriate central office staff in a separate e-mail. 
 
Should you have any questions, please contact Lenn Schneider (fiscal) in central office. 


