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TEAMS

Each department will first go over anything new or refreshers that need to be 
addressed.

Then, we will go over routine yearly trainings that all new secretaries/bookkeepers 
are required to stay for and any returning secretaries/bookkeepers are welcome
to stay (may be good idea to stay to hear any questions asked as we proceed
through the training).

Please use the raise your hand feature 
in TEAMS when you have a question.
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TEAMS

If you do not have a microphone, then you will have to use the 
chat feature to type in your questions.  Once you have joined the 
meeting, you can click chat on the left side and type a question 
there.
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FEDERAL FUNDS - REPORTS

For federal funds, please use 
fiscal year 0 in low and 1 in high 
on your reports.  You must use 
fiscal year 0 money first.  You may 
want to run just a fiscal year 0 
report to know what amounts 
must be spent first.
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Records storage labels
Order through Skyward in the inventory module
Cost = $.12 each; item #1GEN0425

Textbooks to be delivered by 7/31
Working with the textbook coordinators
Will be on pallets

Furniture
 If you need furniture, please email Brad Barker before coming to 

the warehouse.
Very little inventory available at this time.

Questions about distribution related items: email 
bradbarker@misdmail.org

DISTRIBUTION
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PAYROLL
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 https://www.mansfieldisd.org/departments/payroll/forms-documents

TIMESHEET DUE DATES & PAY DATES
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 Use blue ink. This helps in determining if we are paying from an 
original time sheet or a duplicate copy.

Make sure the employee is using their legal name and that it is written 
clearly or typed. 

 Circle whether the employee is a Teacher, Para, Sub or Tutor.
Make sure there is a description in the Reason field as to the work 

being performed.

EXTRA DUTY TIME SHEETS
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TIMESHEET FOR EMPLOYEES

REASON FOR EXTRA 
DUTY MUST BE 

COMPLETED

NAME & EMPLOYEE 
ID MUST BE LEGIBLE 

AND COMPLETED

ALL SIGNATURES 
AND BUDGET CODES 
MUST BE FILLED IN
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TIMESHEET FOR PT / TEMP 
EMPLOYEES

SEMI-MONTHLY: 
WATCH YOUR DATES!

DESCRIPTION OF 
SERVICE MUST BE 

COMPLETED

NAME & EMPLOYEE 
ID MUST BE LEGIBLE 

AND COMPLETED

ALL SIGNATURES 
AND BUDGET CODES 
MUST BE FILLED IN
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DUTY DAY SCHEDULE

SDCE /COMP 
time 

instructions

This document is located 
on the staff webpage 
https://www.mansfieldisd.org/staff
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November 23rd & March 15th are REQUIRED SDCE or 
COMP days for the entire district. 
All paraprofessionals except 186 day employees must 

have comp time to cover these two days (15 hours). 
226 day employees may use comp or personal time 

to cover this day. 
The time off request must be entered in Skyward or the 

employee could be docked a day of pay. 

NOV 23RD & MARCH 15TH - COMP TIME
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WHAT’S WRONG WITH THIS TIME SHEET?!
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• This Employee 
has entered all 
their time 
manually instead 
of clocking in and 
out each day. 

• They also entered 
a full day of work 
on Monday which 
is a holiday.

• Any time a 
change is made 
to a time sheet, a 
note must be 
entered. 

• Please remind 
your Para’s to 
clock in and out 
every day as the 
system was 
intended.
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In order to meet Federal and State requirements, 
every non-exempt employee must record time 
worked daily, including time in and out. 
It should be a punch in / punch out, not a manual 

entry. 
Time records must be approved by the immediate 

supervisor. 

TRUE TIME
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PARAPROFESSIONALS’ WORKING 
HOURS

If a paraprofessional is working at an after hours 
event, the paraprofessional should be clocking in and 
out of Skyward. 
All paraprofessionals that are attending the Go2 

program should be clocking in on TrueTime / Skyward.  
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DOCTOR NOTES /  JURY NOTICES

Payroll does not need doctor’s notes or jury 
duty summons. 
Jury Duty documents can be attached to the 

Time-Off request in Employee Access.  
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DO’S & DON’TS

DO remind your supervisor to approve timesheets 
weekly. 

DO make sure that all employees know they have to 
submit timesheets. 

 DON’T tell employees that they cannot accrue comp 
time. If they are doing their job, they will accrue 10 
minutes here, 5 minutes there. 

 DON’T work off the clock. 
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BENEFITS
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All current employees must complete OPEN 
ENROLLMENT for the new benefit year which runs     
July 15, 2020 – August 16, 2020. 
Please note:
Every employee must accept or decline health insurance.
All dependent information needs to be updated and 
reviewed to make sure it is accurate. This is mandated by 
the Affordable Healthcare Act.  

OPEN ENROLLMENT
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Please check your beneficiary information in TRS.
Employee needs to log into their TRS account at 

https://www.trs.texas.gov/Pages/Homepage.aspx

TRS
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TRS WEBSITE
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TRS WEBSITE
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TRS WEBSITE
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TRS WEBSITE
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TRS WEBSITE
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PURCHASING

Kristi Russell
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Karen Fichte is the newest member of the Purchasing 
Team. As our new Purchasing Specialist, Karen brings a 
depth of experience in campus purchasing, including 
Title 1 funds from her many years as the secretary at 
Cross Timbers Intermediate.

Karen will be your point of contact for credit card 
checkout, new vendor adds, requisitions requiring 
multiple campus/department budget codes, check 
pick-up, vendor assistance with the E-bid system, and 
general purchasing related questions.

INTRODUCING…
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Contact our Purchasing Specialists for a separate 
presentation on creating requisitions in Skyward:

Toni Chadwick Karen Fichte
tonichadwick@misdmail.org karenfichte@misdmail.org
Extension 6091 Extension 6090

We are happy to help you understand the process and 
can walk you through it by phone using Teams.

IF YOU ARE NEW…
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The state of Texas is shipping the district large quantities of 
adult/student face masks, face shields, gloves and hand 
sanitizer. These items will arrive in late July and be 
distributed throughout the district.

Additionally the district has purchased bottles for spray 
disinfectants, bottles for hand sanitizer, paper towels and 
dispensers, and facial tissue for individual classroom use.

Maintenance has built sneeze shields for front offices and 
will soon be installing these on each campus.

COVID-19/PURCHASING
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Any PO for supplies needed by your campus or 
department that are required as a DIRECT result of 
pandemic must use a budget code that includes "CV" 
as the sub object code.

 Purchases of items that you would normally use during 
the school year do not need this code.

If you need a CV code created, email Natasha 
Whetstone and copy Paula McBride.

COVID-19/PURCHASING
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Principals and Student Services are discussing campus 
needs regarding classroom, library, and cafeteria 
sneeze shields as well as other Covid-19 
related supplies. Do not order these items without 
written approval from Student Services.

Where possible, Purchasing will requisition these items 
in bulk.

All "CV" code requisitions will route to Student Services 
for final approval in Skyward.

COVID-19/PURCHASING
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All local retail purchases will now be made with the Citibank card 
– no separate cards for Sam's, Walmart and Kroger. For the 
requisition you will still choose the store as your vendor and card 
check out procedures in Building 300 remain the same.

*This does not apply to the Kroger CTE campus cards used by 
Culinary teachers. Those procedures remain unchanged.

When purchasing through Amazon, you will notice a change to 
the billing screen as it will now show a "MasterCard" as the form 
of payment instead of the "Pay by Invoice". This changed in 
February prior to the shutdown.

CHANGES FOR 20-21
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Requisitions for software, licenses, web access, web-
based subscriptions, iPad apps – both NEW and 
RENEWAL – Object Code 6397

Movie Licensing – Object Code 6499

Early Education – Pre-K through 3rd Grade for 
Reading/Math purchases – Program Intent Code 36. 
Requisitions for these items must include in the 
narrative which grade level is associated with the 
purchase.

CHANGES FOR 20-21
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Marimon has a new name – FTG Texas.

The "rebranding" of their company will not affect or 
delay any service or orders for the copiers.

The phone number for service has not changed.

CHANGES FOR 20-21
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Going into the 20-21 fiscal year we will no longer be 
editing Blanket POs after they have been approved.

 This change is necessary to increase accountability and 
transparency with all purchases and to simplify the receiving 
record/invoice reconciliation process.

Try setting up Monthly or Quarterly Blanket PO's in advance if 
possible. Also, you will want to pay attention to each Blanket 
PO's remaining balance in order to have sufficient funds to 
pay incoming invoices at the end of the PO's date range.

CHANGES FOR 20-21
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All new vendor requests will need to be made through Skyward in 
the "Vendor Browse" tab. To begin the process, click the "Add 
Vendor" tab at the top right.

 After inputting the vendor's name, check that the vendor is not 
already in Skyward by looking at the "Similar Names section" at 
the bottom of the page. Make sure you do not duplicate entries. 
If you are not sure, contact Purchasing before proceeding.

After completing the entry, look the vendor back up in Skyward 
and attach the W9 to your new vendor request using the 
"Attachment" tab.

CHANGES FOR 20-21
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$1.00 PO's for T-Shirts, Fundraisers, and Field Trips are not 
allowed. The requisition will need to reflect the line item 
descriptions and pricing from the quote, and the quote MUST BE 
ATTACHED to the requisition in Skyward to gain approval.

E-Commerce PO’s cannot be edited once approved. Any 
additional items that might be needed must have a new requisition 
entered.

 Hobby Lobby and Mardel’s both require a store card and tax-exempt 
card along with the PO in order to make a purchase. Contact 
Purchasing if your campus/department needs a Mardel’s card and 
check the Hobby Lobby tax-exempt card to make sure it has not 
expired.

FRIENDLY REMINDERS

Cody Cannon
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Make sure the vendor you want to use is approved - check 
the Approved Vendors List on Purchasing’s webpage. 

Just because a vendor is in Skyward does NOT mean they 
are approved.

If a vendor is in Skyward AND a CURRENT contract is 
assigned to that vendor, then the VENDOR is approved.

If the vendor is not listed, contact Purchasing BEFORE
requisition entry.

FRIENDLY REMINDERS
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YMA requisitions (the default format) should have a contract 
number. YDA requisitions need a commodity code for each item. 
These will not be selected until you get to the line item entry.

DO NOT USE A COMMODITY CODE AND A CONTRACT NUMBER!
Always use the contract code first. Only use a commodity code if 
a contract number does not exist.

 If you notice anything weird about the contract (expiration date 
has already passed) please let Purchasing know so we can make 
the necessary correction(s).

FRIENDLY REMINDERS
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Open PO’s should be used only with Vendors like 
Sam’s, Kroger’s, Walmart, Mardel’s, Home Depot, etc.

Open PO’s should be for a one-time use ONLY.

FRIENDLY REMINDERS
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Adobe Creative Cloud
Starting this school year the Technology Department is 

covering the cost of all Adobe Creative Cloud 
subscriptions.
Currently this is just for staff and Career Tech student 
subscriptions.
If you or an administrator currently have a subscription, 
you will not have to renew it. Technology is handling the 
transition. You shouldn't notice a change.

TECHNOLOGY RELATED
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Adobe Creative Cloud
If you have a staff member who does NOT currently 

have a subscription who wants to get one follow these 
steps:
Use the existing Adobe Suite License Purchase ticket 
type in School Dude to submit a request.
List the first and last names of the staff member(s) in 
the Description field.

TECHNOLOGY RELATED
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Adobe Creative Cloud
 In the Questionnaire:
 Enter "NA" for the Budget Code (until that field can be removed from the 

ticket)
 Fill in your campus/department name and the number of licenses requested.
 The number should match the number of names entered in the description.

 Finish filling out the ticket per normal and it will go to Technology for 
processing.

 They will be contacted with additional information once the request is finished.

TECHNOLOGY RELATED
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Product Shortages
Most mobile devices are on back order at least a 

month due to demand.
Most webcams, headsets, and microphones are also on 

back order.
Please keep this in mind when planning deployments.

TECHNOLOGY RELATED
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Product Shortages
If you are thinking of overhauling a classroom's 

Technology setup, stop and contact Technology before 
entering any Purchase Orders.
Classroom Technology has many interlinking parts and 

changing one thing can cause unintended issues.
Requisitions for classroom microphones and streaming 

equipment will be held until confirmation with 
Technology that they have approved of the setup.

TECHNOLOGY RELATED
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ACTIVITY 
ACCOUNTING

Chelcie
Howley
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You must be logged into a district networked computer AND use the Outlook desktop 
software to add the Business Calendar to your profile. Once you add the calendar to 
your profile, you will be able to see the calendar in the web version of Outlook.

BUSINESS CALENDAR

To add the calendar to your
navigation bar in Outlook:
⇒Open outlook
⇒Go to calendar
⇒Click on the icon “Open Calendar”
⇒Select “From Room List”
⇒Select BusinessCalendar
⇒Click on Rooms and then OK
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BUSINESS CALENDAR
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All the business department 
manuals currently online are 
going through an overhaul.  
Please do not download any manuals
Please do not download any forms

BUSINESS DEPARTMENT MANUALS
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All full time FTEs are covered with 
Adobe Pro per Kyle in the 
technology department
If you are NEW, then please enter a 
work order - no budget code required
Current subscribers will automatically 
renew

ADOBE PRO
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Please be aware on your 
Skyward reports that if 

you have CV (COVID)
codes, then make sure 
the sub object is set to 

ZZ as the high.  

CV CODES
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Program intent 37 – dyslexia for general ed
Program intent 43 – dyslexia for special ed

PLEASE UPDATE YOUR NEW CODING CHARTS 
THAT YOU HAVE RECEIVED OR WILL BE 
RECEIVING

DYSLEXIA PROGRAM INTENT CODE CHANGE
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Fundraisers must be online (until further 
notice)
For example, Big Kahana will have to be a link 
that can be sent for purchases to be made – no 
magazine sales will be allowed.
Shirts – vendors must provide a link for 
parents/students to purchase shirts via the 
vendor website for shipment to the student

FUNDRAISERS FY 20-21
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Ticketracker/PAYK12 User Information
Sign into the new application for Ticketracker at:
https://admin.ticketracker.com/#/login/signin
 Google chrome works best 

PAYK12
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 User Name and password comes in an email from Jeannette Slack
 user name is your full email address.  

 If you need a login for PayK12 contact Jeannette Slack
 Once in PAYK12, you will see what they call a “Dashboard”

PAYK12

Click here to run 
reports or process 
point of sale items
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 Click on reports, for a sales summary go to:

PAYK12 REPORTS

Put in your date range and the report will run

You can click on School Fees above and more detail will be shown
such as a receipt
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 Reports, then select Registration, then go to item or category. 

PAYK12 REGISTRATION REPORT

Put the date range and the list of open items will show up. Then select the item that 
you want to run a report on, and you can also click on Download CSV and it will create 
an Excel file of the students paid.
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PAYK12

This is the PayK12 New Item Setup 
form that is required
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When collecting money from students:
1. Teachers/Sponsors/Secretaries must either record 

information on MISD tally sheet or issue a MISD 
receipt/Skyward student receipt

2. Provide receipt to student (if requested) when tally 
sheets are used

COLLECTING MONEY FROM 
STUDENTS
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Accepting Checks
1. To minimize returned checks all checks accepted 

must have proper identification:
 PRE-PRINTED Name and address (unless it is a police officer 

then the address may not be on the check)
 PRE-PRINTED check numbers

2. Record on tally sheet & provide 
receipt if requested. 

NOTE: MISD does NOT accept temporary checks. 

CHECKS
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TALLY SHEET EXAMPLE

1234

Make sure the entire tally sheet is filled out with signature of 
teacher at the bottom of the form

http://www.mansfieldisd.org/page.cfm?p=1
http://www.mansfieldisd.org/page.cfm?p=1


When providing a receipt, please keep the 
following in mind: 
1. Do not alter receipts – void and issue correct receipt. If error made, 

then initial on all copies.
2. Re-attach any voided receipts to the receipt book (voided receipts must 

also be attached as backup to the Skyward cash receipt for internal 
audit purposes)

3. Receipts are not to be pre-dated or pre-signed
4. Receipt numbers must be used consecutively
5. Receipt numbers must be written on the deposit slip for documentation 

(Secretary / Bookkeeper)
6. Include any voided receipts as backup on the attachment in 

Skyward cash receipts

RECEIPTS
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MISD RECEIPT SAMPLE
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SKYWARD STUDENT RECEIPT SAMPLE
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All funds collected must be deposited daily if possible as 
MISD Warehouse employees come daily to pickup. 
NOTE: Do NOT use cash to cash personal checks
Deposits must match the amount collected and should be 
supported by bank validated receipts
Please make deposits in timely manner!!!
Daily if possible; if less than $1000, it may be vaulted for 
one business day. 
ALL funds must be deposited before an extended break 
such as spring break, Thanksgiving, Christmas, etc. 
Funds kept overnight must be locked in a safe

SAFEKEEPING OF FUNDS

http://www.mansfieldisd.org/page.cfm?p=1
http://www.mansfieldisd.org/page.cfm?p=1


Please have two staff members verify funds, initial, 
seal in an envelope and place in safe for safekeeping 
until the next business day for deposit by 
secretary/bookkeeper. 
Please DO NOT allow teacher to take funds home. 
Any money collected from concession sales must be 

handled in the same manner. 

AFTER SCHOOL EVENTS
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DO’S & DON’TS

 DO make sure that the secretary/bookkeeper has a 
backup to collect money. 

 DO make sure sponsors/teachers have seen the Money 
101 presentation and have read the Fundraiser manual 
posted on the business department website. 

 DO deposit the funds as they are turned in.
 DO encourage fundraising efforts and try to help 

teachers/sponsors if possible (for example, Secretary 
goes to band office to help teacher count fundraiser 
money)
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BUDGET 
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What is a fixed asset?
Has an individual per unit cost of $5,000 or more
And has a useful life >one year
 Is an item you code to an object code 66XX

What is NOT a fixed asset?
A group of assets that the total is greater than $5,000 but has an 

individual unit value less than $5,000. (i.e. a desk $2,000, chair $500, 
credenza $2,500, table $500=$5,500)  
These items would be coded to an object code 63XX

FIXED ASSETS
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NEW BUDGET CODES

1. Email Paula McBride & Natasha Whetstone.
Email Example: 
Please build 199 E 13 6411 00 202 0 99 350 for our 
teachers to attend a training in Austin. 

2. Natasha replies all stating “Approved to build.”
3. Paula builds the code.  
 If you need an activity budget code built, please email 

Chelcie Howley.  
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BUDGET TRANSFERS

 Transfers are approved daily in the afternoon (usually 
2:00 – 3:00 pm.

 Please plan accordingly.
 If a budget transfer is entered later in the afternoon, it 

will be approved the next day.
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DO’S & DON’TS

 DO spend the most restrict ive funds first!  This al lows the campus to have 
more purchasing flexibi l i ty.  

 FEDERAL
 DEPARTMENT (GT, ELL, Fine Arts)
 CAMPUS BUDGET

 DO mark the deadlines to spend CAMPUS / DEPT money on your calendar 
/ email .

 DO sit  down with your Principal  and come up with a plan for the money
 DO set campus deadlines for departments
 DON’T wait  unti l  APRIL to spend money
 DON’T wait  unti l  MAY to spend money
 DON’T wait  unti l  the LAST month to spend money!! ! !
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ACCOUNTS 
PAYABLE

http://www.mansfieldisd.org/page.cfm?p=1
http://www.mansfieldisd.org/page.cfm?p=1


INVOICES
(SKYWARD)
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Click on Vendors
Vendor Profile
Type in vendor name in vendor section (ex:  Got Spirit)
Click on “Purchase Orders” (on the left)
Click on “Filter Options” on the far right – make sure the “History” 

box is checked      then click “Apply Filter”  

LOOKING UP PAID INVOICES
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Find & click on your PO/CR #  (if you do not see it, type the # in the 
bottom right corner)
Expand all

Scroll down to PO Invoices to see any payments made on PO/CR

LOOKING UP PAID INVOICES
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Click View Attachment, then open bottom left document.

LOOKING UP PAID INVOICES (CONT.)

 To view the invoice, click on invoice number then click on Attach.
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REMINDERS & TIPS
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 Any invoice or receipt (ex: Kroger, Lowes, Flowers, etc.) you get on your 
campus - EMAIL to accountspayable@misdmail.org Make sure the PO# 
is on the document and the receipt/invoice has been received on in 
Skyward.

 Pending Receiving Report:
This report is sent out weekly as a friendly reminder.
The invoices listed on this report have been entered for payment but are 

awaiting receiving records.
Please review your report ASAP, and receive on these invoices.

Open CR/PO Report:
This report is sent out weekly.
Please work this report keeping your report cleaned up and            

closing any CRs/POs that are not needed any longer. 

ACCOUNTS PAYABLE NOTES
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Travel Expense Reimbursement request must be 
submitted within 10 days of travel. 
Hotel Checks – will be cut 1 week prior to travel 
date.
Invoices – MISD has up to 45 days to pay.
Field Trips – Please respect the AP 72 hour 
timeline prior to trip.

ACCOUNTS PAYABLE TIMELINES
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Checks for pick up:
If you need to pick up a check, please email this information 
to the AP inbox and/or write it on your backup 
documentation.  Otherwise, every check will be mailed.

Check Requests:
Accounts Payable DOES NOT get notified when these have 
been entered and approved in Skyward.
If a payment is needed to be made from a Check Request or 
PO, the backup documentation or invoice must be emailed 
to accountspayable@misdmail.org

NEED A CHECK?
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PURCHASING
REFRESH

Kristi Russell

http://www.mansfieldisd.org/page.cfm?p=1
http://www.mansfieldisd.org/page.cfm?p=1


Quotes are required on ALL Federal Funds purchases.

For all others, if there is a competitive bid in place, the quotes 
are included in that bid, and no quote form will need to be 
attached.

 If there is no competitive bid in place, quotes ARE required. If 
quotes are not attached, the requisition will be denied.

Quotes may be obtained from phone calls to approved vendors, 
vendor catalogs, vendor websites or an online search.   This 
documentation must be kept, AND then…

IS A QUOTE REQUIRED?
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Complete the Quote Form (see Purchasing’s webpage for 
NEW fillable form) and attach it to the requisition.

IS A QUOTE REQUIRED?
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When doing business with any author or individual that provides 
a service for a fee, a Contracted Services Agreement must be 
completed along with a Contract Approval Form for the 
appropriate dollar amount (< $50K and >$50K). All of these 
forms are available on the Business Services webpage.

The contractor will need to supply a current W9.  If the vendor is 
not in Skyward, contact Purchasing to discuss.

A purchase order must be created BEFORE the service occurs, 
and vendors must provide their own invoice AFTER the service 
occurs.

CONTRACTED SERVICES
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CONTRACTED SERVICES AGREEMENT

Page 
1

Page 
2
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CONTRACTED SERVICES AGREEMENT

Page 
3

Page 
4
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CONTRACT REVIEW FORM

Originator Signature

Purchasing 
Director’s  Signature

Principal / Director 
Signature

1. Please note 
whether it is 

a new or 
renewal

2. Complete 
amount and 
budget code.

3. Make sure 
and attach 
requisition  

4. Note, if no 
funds will be 

spent

Executive Council Signature
(if required – more than 

$5000.00
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The signature on a contract CANNOT be the Sponsor; it must 
be the employee who has designated signing authority –
Principal, Director, etc.. 

 The contract review form must be completed for ANY
contract – yearbook, pictures, etc.  - not just contracted 
services.

The contract, contract review form, and requisition need to 
be submitted to Purchasing for approval at least 30 days 
before the event or before items are purchased. 

CONTRACTED SERVICES
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Mansfield ISD permits meals twice a year for staff development / staff 
retreat. 
DO make sure that meals are held on district property
DO make sure staff development / retreat has an agenda that details 

times and activities. 
Professional development / retreat must be at least 6 hours to provide a 

meal. 
DO make sure a sign-in sheet is completed to document employees’ 

attendance.

Meals may be scheduled for teacher / staff appreciation during the 
designated Appreciation Week (no agenda/sign in sheet is required). 

DO stay within the per diem meal amounts for overnight travel (this 
includes the supplies, drinks, serving, etc.).
Breakfast - $13.00
Lunch - $14.00
Dinner - $23.00

MEALS FOR STAFF 
DEVELOPMENT
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 If a principal requires employees to stay on campus for an 
extended duty day that includes a meal period, such as Parent 
Conference Night, Meet the Teacher, or Registration, then a meal 
may be provided. 

DO provide something like a box lunch or pizza that is fairly 
inexpensive. 

 It must be noted on the PO and staff must be required to attend. 

DO keep a copy of the email that the principal sends to staff / 
teachers requiring attendance.

DO have a sign in sheet to document attendance.

DO stay within per diem allowances. 

MEAL EXCEPTIONS
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Refreshments can be provided for staff attending staff 
meetings; it is not required.  
Tea, lemonade, water, cookies, brownies, popcorn

Light meals for staff AND community members can be 
purchased for committee meetings such as school site 
base or school safety.  
Tea, lemonade, water, sandwiches, chips, pizza, etc.
DO follow per diem amounts for overnight travel. 

REFRESHMENTS / LIGHT MEALS
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PURCHASING
DO’S & DON'TS 

Click to add text

Cody Cannon
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DO have anyone that deals with Federal Funds 
complete a Conflict of Interest form ONLY if there is an 
ACTUAL conflict.

This includes anyone who enters the 
requisition, approves the requisition, receives on the 
requisition or pays the vendor.

FEDERAL FUNDS - CONFLICT 
OF INTEREST
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DO’S & DON’TS

 DO mark the deadlines to spend CAMPUS / DEPT 
budget funds on your calendar / email.

 DO order all office supplies from Staples unless you 
can demonstrate a significant savings from another 
vendor.

 DO always have a Purchase Order in place before 
buying anything. 
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DO’S & DON’TS

 DON’T reimburse unless for travel.

 DON’T host a book fair without a PO in place.

 DON’T have a fundraiser (shirts included) without a 
PO in place.
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The Purchasing OneNote and the Teams 
Purchasing Hub are resources that can help 
answer your questions on common purchase 
vendors and pricing as well as access training 
materials.

DON’T FORGET…
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TECHNOLOGY 
PURCHASES

Cody Cannon
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Approved items are listed in OneNote by general 
categories.
Where possible prices will be listed.
Ecommerce items will not have pricing listed due to 

fluctuations. However item and quote numbers will be 
available to make looking it up in Ecommerce as easy as 
possible.

Recommended Accessories will be expanded in OneNote 
to include webcams, headsets, microphones and more.

TECHNOLOGY PURCHASES
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TECHNOLOGY PURCHASES
 The vendors listed below will also automatically receive your approved POs, so you 

don’t have to email them 
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Technology orders still require a Narrative 
stating the destination Campus/Department 
and End User.
This is so the Technology Department 
can expedite the setup/delivery since they only 
see what is listed on the Purchase Order.
Technology orders without this Narrative will be 
denied.

TECHNOLOGY PURCHASES
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The narrative will be listed in the OneNote so you can easily copy 
and paste it as needed.
When using Ecommerce use the Ecommerce Narrative option 

to add this.

***********************************************
Campus: 
Recipient (first and last name):
***********************************************

TECHNOLOGY PURCHASES
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Remember to use the OneNote!
It will be kept up to date with procedures and any 
relevant templates. 
It is also a great resource for information on other 
common purchases (paper, batteries, catering, etc.)

TECHNOLOGY PURCHASES
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461 R 00 5749 00 XXX 0 00 000 – Misc. Revenue
Fundraisers, field trips, commissions, etc.
461 R 00 5744 00 XXX 0 00 000 - Donations
461 R 00 5739 03 XXX 0 00 000 – Attendance School
461 R 00 5749 00 XXX 0 00 608 – Band Maintenance Fees
461 L 00 2171 00 XXX 0 00 000 – Due to General Operating
 Summer school, textbooks, IPAD

461 L 00 2172 00 XXX 0 00 000 – Due to another campus for 
fines/fees collected
461 L 00 2114 00 XXX 0 00 000 – Sales Tax
461 E 11 6340 00 XXX 0 11 XXX OR 865 E 00 6340 00 XXX 0 00 

000– Transfer from account after doing deposit in 
cash receipt

FUND 461 ACCOUNT CODES

http://www.mansfieldisd.org/page.cfm?p=1
http://www.mansfieldisd.org/page.cfm?p=1


865 E 00 6199 00 XXX 0 00 XXX – Payroll
865 E 00 6299 00 XXX 0 00 XXX – Contracted Services
865 E 00 6399 00 XXX 0 00 XXX – Supplies
865 E 00 6499 00 XXX 0 00 XXX – Other Operating Costs
865 R 00 5749 00 XXX 0 00 000 – Misc. Revenue
865 R 00 5744 00 XXX 0 00 000 – Donations
865 E 00 6340 00 XXX 0 00 000 – transfer from account after doing 

deposit in cash receipt
876 L 00 2191 00 XXX 0 00 000 - SUNSHINE

FUND 865/876 ACCOUNT CODES
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Student activity funds are by major object code
For example:  Student Council is 865 E 00 6XXX 00 XXX 0 00 675, 

6299
6199, 6299, 6399, and 6499 object codes are used on purchase 

orders
Cash receipts are handled like fund 461 – deposits go to either 

misc. revenue must be into 865 R 00 5749 00 XXX 0 00 000 or 
donations must be into 865 R 00 5744 00 XXX 0 00 000
 A transfer will be necessary like on fund 461 from the 865/6340 code into one 

of the 4 major object code accounts above

Sales Tax will remain going into 461 L 00 2114 00 XXX 0 00 000

FUND 865 PROCESSES
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Make sure cash receipt is in the correct fiscal year
Make sure cash receipt is dated the date the deposit is picked up by 

MISD warehouse
 The description under the account code must have MISD receipt 

number range and what is being deposited (unless using Skyward 
student and then the fees paid report will have the receipt numbers 
listed).  Example: 1st grade FT, dues, cookie dough fundraiser, cheer 
uniform

Data retention on add should be set to GENOP, cash
 Change to EFT when receiving an ACH from PayK12

Make sure to enter the amount being deposited under the credit 
amount

Deposit backup docs must be attached to the cash receipt:  yellow 
deposit slip, FROST fraud proof bag slip, fees paid report for MS and 
HS, yellow receipts for ES and IS, tally sheets, check stubs

One cash receipt equals one deposit

FUND 461/865/876 DEPOSITS
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CASH RECEIPT EXAMPLE
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DEPOSIT SLIP EXAMPLE

Deposit 
Bag 

Number

Receipt 
Numbers

Deposit slip also 
needs preparers 
signature
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TRANSFER EXAMPLE

Fund 461 must 
have a transfer 
from 6340 into the 
expense code for 
any funds deposits 
to 5749 and 5744
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DONATIONS

The intent to accept form must be 
filled out for monetary donations 
above $2500 as well as sent to the 
Associate Superintendent of Business 
and Finance. 

This form must also be attached to the 
cash receipt if the monetary donation 
is above $2500.
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REFUNDS

Refund Request form must be filled out by the 
person requesting the refund, signed by requestor 
and signed by campus administrator
Bookkeeper/secretary enters the requestor as a 
vendor in Skyward; W9 is not required

Refunds use the fund 461/865 misc. revenue 
code on the check request
A transfer to the 6340 code from the 461/865 

expense code is required
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REFUND FORM 

The final step is for the accounting 
department to sign off on the refund form 
that will include proof of payment either 
MISD receipt (tally sheet with this receipt), 
Skyward student receipt, or PayK12 
receipt.

The accounting department will pass the 
information on to accounts payable once 
proof of payment is verified.
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Fund 865 student activity detailed reports must 
be scheduled to the sponsor of each student 
activity group weekly or monthly.
FYI:  There are sample bylaws and sample meeting 
minutes on the business services department website.
The detailed reports to fund 865 sponsors will need 
year updated each July.

FUND 865 DETAILED REPORTS
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Fundraiser application must be completed and approved in 
eduphoria before a fundraiser may begin.
Applications must be attached to the purchase order in order to be 

approved
36 6499 must be used in fund 461 and object 00 6499 must be used in 

fund 865

Fundraiser recaps must be completed in eduphoria within two 
weeks after the end date submitted on the application.
Accounting will send out an excel spreadsheet noting what 

fundraisers are pending monthly.

FUNDRAISER APPLICATIONS AND RECAPS
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Fundraisers must be for the benefit of student body or student 
groups
Governed by Policy FJ (Legal & Local)
Pre-approval of principal is required via eduphoria fundraiser 

application
Raffles are not allowed by law
All funds collected should be deposited in accordance with 

cash management procedures

FUNDRAISING
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IMPLEMENT FUNDRAISING 
PROCEDURES

Step1
•Sponsor completes Fundraising Application in Eduphoria for Approval
•Sponsor brings contract to Principal to sign (as long as not over $5000).
•PO is entered before Fundraiser occurs.

Step 2
•Conduct Fundraiser (One-day or Over a period of time)
•Distribute merchandise, collect and deposit all funds

Step 3
•Close-out Fundraiser
•PO is adjusted to reflect actual products sold. Invoice sent to AP. 
•Complete a Fundraiser Recap Report in Eduphoria
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STEP 1: FUNDRAISER APPROVAL

 Plan fundraiser. 
Determine how money raised will be used; if a 

student group, then students will vote and record in 
their minutes. 

 Check to see if vendor is a MISD approved vendor; if 
not, ask vendor to complete information or get with 
purchasing.

Make sure that MISD guidelines are followed if 
fundraiser is on campus. 
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Enter fundraiser into Eduphoria for approval.
All vendors being used with any fundraiser must be submitted 

on the fundraiser application form in Eduphoria.  Ex. Student 
Dance – must list the DJ (1099 vendor), Kroger (light 
refreshments), and Staples (tickets) as a vendor in the 
fundraiser application

Fundraising agreement or contract needs the principal’s 
signature. NOTE: TEACHERS / SPONSORS do not have signing 
authority. 
Enter a PO request to the vendor with approved fundraiser 

application attached. This is the #1 cause of PDSA forms. 

STEP 1:  FUNDRAISER APPROVAL CONT’D
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STEP 2: CONDUCT FUNDRAISER

Hold the fundraiser, following MISD policies.
Deposit funds as soon as they are collected 

even if fundraiser is on-going. 
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STEP 3: FUNDRAISING RE-CAP

Once the fundraiser is complete, secretary will 
receive on it. 

Secretary is to send invoice to accounts payable to 
pay. 

Complete fundraiser re-cap form in Eduphoria within 
TWO weeks of the end date of the fundraiser.  

 If an approved fundraiser has been cancelled, then 
please have the sponsor submit the fundraiser recap 
by answering the questions “fundraiser cancelled.”
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Spirit Nights at local restaurants are considered 
donations. Deposit the commission checks in the 
school’s activity account. 
An Intent to Accept form is not necessary. 

SPIRIT NIGHTS
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PDSA is a form completed that helps fix a broken 
process – “What went wrong & how am I going to 
fix it next time?”
Do NOT make a copy of a completed PDSA and 
just change the dates. 
BE AWARE of these 3 things:  

1. Fundraiser held without PO in place
2. T-shirts ordered without PO in place
3. Book Fairs held without PO in place

PDSA
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FIELD TRIPS
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1. Teacher plans to take a field trip & they enter request in 
Eduphoria.

2. Secretary receives notification of field trip approval. 
3. Teacher brings contract / agreement to secretary for principal 

to approve and sign. 
4. Secretary enters a bus request in transportation software based 

on answers from Eduphoria form. 
5. Secretary enters a Requisition in Skyward for deposit (if NO 

deposit is needed – skip to step 8)
6. Secretary will receive on the approved PO. 
7. Secretary will email Contract / Invoice for the deposit with the 

PO# written on the invoice to accountspayable@misdmail.org
Please advise in the email if the check needs to be held for pick 
up or mailed.

FIELD TRIP PROCESS 
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8. Secretary enters a Requisition for the Full OR Final payment in 
Skyward. (depending on if a deposit was previously mailed).

9. Secretary will receive on the approved PO.
10.Secretary will email the backup documentation: Invoice (with 

PO# listed), student Skyward roster(s), COMPLETED field trip 
worksheet to accountspayable@misdmail.org

FIELD TRIP PROCESS (CONT.)
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 FIELD TRIP DOCUMENTATION MUST CONTAIN THE FIELD TRIP WORKSHEET 
– This form works great! Make sure that it has been completed and sent 
over with ALL other backup documentation.  IF THE FORM IS NOT 
ATTACHED WITH YOUR ORIGINAL DOCUMENTATION, EVERYTHING WILL BE 
REJECTED AND SENT BACK. Once corrected, ALL backup documentation 
will need to be resubmitted to Accounts Payable.

WE DO NOT PAY FROM ALTERED INVOICES, ALL 3 TOTALS SHOULD MATCH.
Worksheet Total = Invoice Total = PO Total

 Please make sure that you note how check is to be obtained – do you 
want to pick it up or have it mailed. 

FIELD TRIPS
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Please note how you 
would like the check 
handled.

http://www.mansfieldisd.org/page.cfm?p=1
http://www.mansfieldisd.org/page.cfm?p=1


 The Principal is the ONLY person on campus 
that can sign the contract – NOT THE 
TEACHER!!!

 Make sure that you read the fine print –
cancellation policy, deposit requirements if 
any, payment deadlines, etc.

FIELD TRIP CONTRACTS
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 AVOID Deposits if at all possible.

 If a deposit is required from 461 account, 
it must be something the campus is 
willing to forfeit. 

FIELD TRIP DEPOSITS
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Skyward rosters are required for all field trip 
payments.  Please work with your registrars 
and teachers to make sure this 
documentation is with the final paperwork 
sent to accounts payable.

SKYWARD ROSTERS

http://www.mansfieldisd.org/page.cfm?p=1
http://www.mansfieldisd.org/page.cfm?p=1


The Board of Trustees adopted an update to 
Policy FL (LOCAL), which took effect on the first 
day of the 2019-2020 school year: 
At the campus level, copies of records for items such as report 

cards, Birth Certificates, Immunization Records, Enrollment 
Records, etc. are available at a per copy cost, payable in advance. 
Copies of records must be requested in writing. Copy cost are as 
follows: 
1-9 copies = provided at no cost 
10-19 copies = $1 
20-29 copies = $2 
30-39 copies = $3 etc. 

EDUCATIONAL RECORDS COPIES
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 In calculating the applicable fee for paper copies of student 
records or student records provided on electronic media, the 
District shall use the same fee schedule that applies to records 
requested in accordance to the Texas Public Information Act 
under Chapter 552 of the Texas Government Code. 
Applicable fees shall not include charges for searching or 

retrieving the education records of a student. 
Parents may be denied copies of records if they fail to follow 

proper procedures or pay the copying charge. 
 If the student qualifies for free or reduced-price lunches and the 

parents are unable to view the records during regular school 
hours, upon written request of a parent, one copy of the record 
shall be provided at no charge.

EDUCATIONAL RECORDS COPIES
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At the District level, copies of records are 
provided up to 25 pages of paper copies of 
records, per school year at no cost.
Copies of records in excess of 25 pages of 
paper copies, per year or provided on electronic 
media are available upon payment of the 
applicable fees. 
1-9 copies = provided at no cost 
10-19 copies = $1 
20-29 copies = $2 
30-39 copies = $3 etc. 

DISTRICT LEVEL COPIES
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Processing Payments for Records
Once you have received a written request for records, 

determine if a fee may be charged. If the request exceeds nine 
copies, calculate the cost and notify the requestor of the 
amount owed.
When receiving payments, you may accept cash, check, money 

order or credit card via PayK12. For payments made using 
PayK12, the campus secretary, bookkeeper and registrar will 
enter the credit card payment via point of sale under item 
titled “education records”.  This will be set up by the 
Accounting Department; campuses will not be allowed to set 
up this item. Out of state payments may be mailed to the 
campus or handled over the phone via PayK12 point of sale. 

EDUCATIONAL RECORDS COPIES
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Elementary and Intermediate Schools will issue a MISD 
receipt. High and middle schools will process payments 
through Skyward Student. 
Collected fees must be deposited into account 461 R 00 

5749 00 XXX 0 00 000. 
The campus is required to do a transfer from 461 e 11 

6340 00 XXX 0 11 XXX to 461 e 11 6399 15 XXX 0 11 XXX. 
Please contact the Accounting Department of any personnel 

changes to positions that have access to PayK12.

Note: Transcripts will continue to be processed as they have 
in the past. 

EDUCATIONAL RECORDS COPIES
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