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Logging In 

• https://twc.texas.gov/ 

• TWC Agency Information on right side of screen 

• TWC Financial & Grant Information 

• Systems and Related Forms on right side 

• Cash Draw & Expenditure Reporting (CDER) System 

• Logon with your Texas Workforce User ID OR Request an Account 

https://twc.texas.gov/
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Logon Page 

 

Request Account 
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Training Modules 

Module 1. Navigation 

Module 2. Searches 

Module 3. Reports 

Module 4. Preparing Cash Draws 

Module 5. Preparing Adjustments 

Module 6. Preparing Refunds 

Module 7. Submitting Transactions 

Module 8. Expenditure Reports 

Module 9. Certifying Expenditure Reports 

Module 10. Preparing Contract Closeouts 

Module 11. Certifying Contract Closeouts 

Home Page 

The tabs at the top or links at the bottom of the page will take you to the 

individual components: 

• System messages 

• Late Reports Notification 

• Vendor Action Required (transactions that need attention) 

• Contract Closeout Notifications 

• Pending Requests 

• Voucher Payment Notifications 



6 

 

Navigation 

All wording in blue and underlined is a link and when clicked will take users to 

another page. The Quick Nav allows users to go to the most common individual 

pages without having to go through the tabs. 

  



7 

My Profile Page 

Shows the information you entered when you requested an account. You can 

change your security question, answer and password. 
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Vendor Profile Page 

 

• Vendor address info 

• Who has authority to submit 

• Vendor bond liability limit and history 

• Lockout history 

• Email notification history are displayed here. 
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Cash Draw Request Screen 

 

Cash Draw Worksheet 
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Cash Draw Requests 

• Only contracts with an Available Balance, prior to 90 days after contract end 

date and without a posted Final Expenditure Report will be available for Cash 

Draw Requests. 

• Vendors will select a contract from the list and enter a service date. The 

service date cannot be a future date. 

• The Cash Draw Worksheet will appear. Vendors will enter the appropriate 

amount on each contract line and save the request. 

• Each cash draw request can only be for one contract at a time. However, 

multiple cash draw requests can be entered on any given day. 

• Cash Draws are independent of expenditures reported. 

• Cash Draws are assigned a transaction number when saved. 

Cash Draw Edits 

• The Service Date entered must be between the contract begin and end 

dates. 

• The Service Date entered and the current date determine which contract 

lines are available for draw requests. 

• If a contract with older funding exists or within a contract older funding 

exists, the system will prompt the user as to whether or not they want to 

use the older funding first. 

• The system will not allow cash draw requests for more than the available 

balance. 

• The system will not allow more than 20% of the total contract amount to be 

drawn on any given day. 

• The system will not allow the total of all draws submitted for a 3 day period 

to exceed the Vendor’s bond liability. 
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Contract Detail Page 

 

The Contract Detail page gives detailed contract information displays PO line detail 

information and displays Cash Draw transactions that have been created against 

the contract. 
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Financial reporting functionality and requirements 

Expenditure Reporting Overview 

 

1) Grantee personnel enter reported expenditures 

2) System compares to budget and performs basic edits 

3) Expenditure Report is certified by Grantee 

4) Is the Expenditure Report LATE? 

a) If yes, email sent to Grantee and TWC staff – then proceed to 4.b 

b) If no, Expenditure Report sent to TWC’s internal accounting system (ISAS) 

c) Expenditure Report Posted 

What to Report 

• Accrued Expenditures 

• Obligations 

• Program Income 
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• Supplemental Categories 

The monthly reporting is mandatory. 

Accrued Expenditures Defined 

TWC Rule §800.52 – Charges incurred during a given period for goods and 

tangible property received and services performed that cause decreases in net 

financial resources. 

In other words, the value of goods and services received during the grant contract 

period that will be paid for during a future reporting period of the same grant 

contract. 

Accrued Expenditures 

Documentation: 

• Time records 

• Invoices for goods and services received 

• Purchase requisitions and receiving reports 

• Approved indirect cost rate, if applicable 

• Contracts 

• Travel expense reports 

• Tuition cost 

Cash to Accrual Basis 

Must report accrued expenditures. If you normally operate on a cash basis, you 

do not have to convert your system, but you must have a process to capture and 

report accruals. 
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Obligation Defined 

TWC Rule §800.52 – Definitions: 

• Debt established by a legally binding contract, letter of agreement, sub-

grant award, or purchase order 

• Executed prior to the end of a contract period 

• Goods or services provided by end of contract period 

• Liquidated 60 calendar days after end of contract period 

Characteristics of Obligations 

• Bona fide need 

• Written 

• Definite and certain legal commitment 

o Specific goods or services 

o Definite vs. indefinite quantity 

o Legally binding 

• Availability of funds 

o Delivery date 

o Multi-year contracts and option years 

• Can occur prior to or at same time as expenditure 

• Budgets and plans do not create obligations 

What Do Obligations Tell Me? 

• Portion of each budget line item that has been legally committed for a 

specific purpose. 

• Amounts available for other purposes. 
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• Tracking of obligations can help avoid committing more funds than are 

contracted under the grant contract. 

• Overages generally cannot be charged to other federal/state contracts 

unless costs are allowable under both and fall within the period of availability 

of funds for both grant contracts. 

Recap: Obligations 

• Tracking supports good grant management. 

• Reflects a legally binding debt. 

• Supported by documentation. 

• Allowable under grant 

• Occurs during the period of availability of funds 

• Plans and budgets are not obligations. 

Types of Expenditure Reports 

• Monthly Reports 

• Final Reports 

• Revised Final Reports 

Monthly Expenditure Reports 

• On the 1st of every month, new Expenditure Reports are created for the 

previous month. 

• The previous month’s Expenditure Reports are due on the 20th of every 

month. 

• Creation and due dates are irrespective of weekends and holidays 
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• Fiscal Agents for AEL Consortiums should have reporting deadlines for data 

gathered from consortium members (5-15th of the month), to allow for data 

compilation and timely monthly report submission. 

• If a report has not been submitted by the 20th, TWC can initiate a ‘zero 

report’ for the month. 

• Grantees use an Expenditure Report Worklist that lets them know what 

reports are due and which kind they are: Monthly, Final, and Revised Final. 

• Grantees can continue to modify reports until the report is posted. 

• A sample Expenditure Report Worklist, Worksheet, and Certification are 

provided in later slides. 

Final Expenditure Reports 

• Final Expenditure Reports are due 60 days after the contract end date. 

• Grantees may create a Final Expenditure Report from a Monthly Expenditure 

Report for a contract that has not expired. 

• They are uploaded nightly into WRAPS after certification. 

• Must have a zero ($0) Due to/Due from. 

Revised Expenditure Reports 

• Only TWC personnel can create Revised Final Expenditure reports.  

• These reports can have a Due to/Due from amount, if authorized by TWC. 

• The due dates for these reports are determined by TWC staff. 

• They are uploaded nightly into WRAPS. 
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Expenditure Report Worklist 

 

The worklist lists all contracts with a monthly, final, or revised final expenditure 

report due for the reporting month. The reports on the list can be searched by 

program group, program type, and report status. 
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Expenditure Report Worksheet 
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Expenditure Report Certification 

 

This page lists all completed and saved, uncertified Expenditure Reports. The 

Grantee can certify any one report, or all reports at once, by clicking the radio 

button next to the selected contracts and clicking "Certify" at the bottom of the 

page. 

CDER System Edits 

• Requires explanation if expenditures for any given month are less than 5% 

of the grant contract. 

• Expenditures + Obligations <= Budget 

• Administrative Expenditures <= Administrative Cost Cap 
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Monthly Expenditure Report 

• Report obligations and expenditures. 

o Also include any adjustments for prior periods’ errors or omissions. 

• Enter $0.00 if no activity during month. 

• Due on 20th calendar day by 11:59 p.m. 

Late Notifications 

• Issued by e-mail to personnel designated by the reporting entity. 

o TWC Finance staff receive a copy of notice. 

• Email does not specify late report(s). 

o Use “Expenditure Report Worklist” in CDER system to identify late 

reports. 

Cash Draw Cutoff 

• Cash draw access turned off at 12 a.m. on the 5th calendar day that a report 

is past due. 

o Affects all active grant award contracts (not just the one with the late 

report). 

• No notice when cash access is restored. 

o Can e-mail CashDraw.TA@twc.state.tx.us to verify cash draw access. 

What is a Fidelity Bond? 

A fidelity bond is a form of business insurance that offers an employer protection 

against losses that are caused by its employees' fraudulent or dishonest actions. 

This form of insurance can protect against monetary or physical losses. 
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Business services bonds protect against the loss of a customer’s money, 

equipment, supplies and personal belongings caused by dishonest acts of your 

employees while on the customer’s premises. 

Beyond protection, this type of fidelity bond is great for differentiating your 

business from competitors who aren’t bonded for fidelity. 

Bonding Requirements  

All Grantees, except educational institutions, must obtain a Fidelity bond that 

indemnifies TWC against loss arising from a fraudulent or dishonest act of the 

Grantees officers and employees holding positions of fiduciary trust; i.e., 

individuals responsible for receiving or depositing Agency funds, or issuing 

financial documents, checks or other instruments of payment. 

The Grantee must be the insured entity and TWC must be the assigned certificate 

holder. 

Texas Workforce Commission 

Payables/Payroll- Contracts Payables Room 470 

101 East 15th Street Austin, Texas 78778 - 0001 

The Grantee shall obtain a bond sufficient to cover the largest cumulative amount 

of all cash requests submitted by a grantee on any given day or the cumulative 

amount of funds on hand at any given point. Such amount will be determined 

based on cumulative amounts drawn during any consecutive three-day period for 

single or multiple funding sources. 

The bond shall be executed by a corporate surety or sureties holding Certificates 

of authority, authorized to do business in the State of Texas, and acceptable to 

TWC. 
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For educational institutions, Contracts Payable staff will calculate 20% of all active 

contracts to use as the bond limit in CDER. 

 

Figure 1: Certificate of Liability Insurance 

Questions 

If you have questions about this session, please e-mail cager@twc.texas.gov. 
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