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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.

Raise your hand
Waitinn far nthearc .0 1Inin

LKL ECEE MISD
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& Q, Search

HEETUELLS Practice TEAMS Chat Files Meeting Notes 1 more

[ Howley, Chelcie joined the meeting.
f Howley, Chelcie renamed the meeting to Practice TEAMS.
[ Patterson, Katherine and Hash, Laura joined the meeting.

Iil‘:q Meeting ended 20s  12:39 PM

Recent Contacts W Meeting started ~ 12:42 PM
12:43 PM
hello!
M Practice TEAMS &
You: hello! =
Type a new message
Al ¢ @ WM B B g - B

If you do not have a microphone, then you will have to use the

there.

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 MISD

Mansficld Independent School District
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FEDERAL FUNDS - REPORTS

®mFor federal funds, please use
fiscal year O in low and 1 in high
on your reports. You must use
fiscal year O money first. You may
want to run just a fiscal year O
report to know what amounts
must be spent first.

Mansficld Independent School District
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DISTRIBUTION

mRecords 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

®BFurniture

=|f you need furniture, please email Brad Barker before coming to
the warehouse.

=Very little inventory available at this time.
BEQuestions about distribution related items: email

bradbarker@misdmail.org

Mansficld Independent School District
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PAYROLL
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TIMESHEET DUE DATES & PAY DATES

® https://www.mansfieldisd.org/departments/payroll/forms-documents

2020 - 2021
Monthly
Payroll Cut Off Dates
SALARIED-NON EXEMPT - (TrueTime OT) Paraprofessionals,
SALABIED--Professionals, Teachers, All docks Police, Student Nutrition I'l;?;:gu:rs, Shop Foreman, Safery
e P oo el oo
5/21/2020 6/20/2020 G/24/2020 712012020 8172020 §/28/2020 TI6/2020 712002020
6/21/2020 712012020 712312020 8/20/2020 6/29/2020 712612020 7/29/2020 812002020
72112020 812012020 812512020 911812020 FI2712020 8/30/2020 9212020 91812020
8/21/2020 9/20/2020 9/23/2020 10/20/2020 8/31/2020 812712020 9/30/2020 10/20/2020
8/24/2020 10/20/2020 1002312020 | 11/20/2020 8/28/2020 10/25/2020 | 10/28/2020 | 11/20/2020
10/21/2020 11/20/2020 12/2/2020 121712020 10/26/2020 11/29/2020 12/2/2020 12172020
1172172020 12/20/2020 11612021 142042021 11/30/2020 1212712020 14612021 112002021
1212112020 12012021 112512021 21912021 1212812020 13112021 21312021 2M912021
102112021 2120/2021 212412021 31912021 2112021 212812021 332021 INA2021
202112021 312012021 312412021 412012021 3112021 312812021 313102021 412002021
312112021 412012021 412312021 52002021 3/29/2021 412512021 412812021 5/20/2021
412112021 512012021 5I26/2021 61712021 4126/2021 513042021 61212021 61712021
Bi2112021 62012021 Bl2312021 FI20/2021 Bi3112021 BI2712021 B/30/2021 Tr2002021
62112021 TI2012021 TI2312021 812012021 B/28/2021 Fi2512021 712812021 320012021

Mansficld Independent School District
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EXTRA DUTY TIME SHEETS

® 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.

x
MISD

Mansficld Independent School District


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

TIMESHEET FOR EMPLOYEES

Mansfield Ind dent School District

L P
.:m usa “":&y EXTRA DUTY Employee Timesheet

Employee

Cam |y Period | Month Day Year
| Beginning

Empfoyee ID: Ending

ition (please circle): Professional Teacher Sub Tutor Paraprofessional

NAME & EMPLOYEE

Date Time Overtime Reason for Exira Duty Total | Total Employee

In Out n Out “ Regular | Owertime Initials
ID MUST BE LEGIBLE
AND COMPLETED REASON FOR EXTRA
= ~ DUTY MUST BE
COMPLETED

o ALL SIGNATURES
© AND BUDGET CODES
5 MUST BE FILLED IN

TOTAL HOURS

Budget Code
Bucdget Code i redes
Budget Code i rsdss

Employee Siz Date:

Note: Due In the Payrall Dept by the 5* of the fallowing manth. I not recelved by this date, your check will be delayed one payroil cycle.
Supervisor Signatt Date:
Budget Owner Si Date:

(¥ nesded)

Mansficld Independent School District
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TIMESHEET FOR PT / TEMP

EMPLOYEES

Mansfield Independent School District

* Pleags uss bius Ink
. PRINT SEMIMONTHLY
SUB/ Part Time Temp Timesheat

Employee:
NAME & EMPLOYEE P o, =
ID MUST BE LEGIBLE/:"::““"‘M_“’C"* e
e e o e e e T e
AND COMPLETED .. - DESCRIPTION OF
T — SERVICE MUST BE
: COMPLETED
"
SEMEMONTHLY: = [
WATCH YOUR DATES! x
ALL SIGNATURES
AND BUDGET CODES
= /MUST BE FILLED IN
Employee Signature Date:
Supervisor Signature Date:
Bu?rg:elmgymet&.guﬂnn'e Date:

Mansficld Independent School District
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DUTY DAY SCHEDULE

2020-2021 SCHOOL YEAR

MANSFIELD INDEFENDENT SCHOOL DISTRICT
DUTY DAY SCHEDULE
NOTE: Actual Duty Day Dates May be Negotiated with Supervisor in Order to Meet ke Needs of ibe Orgazization.

16 DUTYDAYS 20-21 (Pay periods July-June)
Wednesday, July 1, 2008 Wednesday, June 30, 2021

Last Dwty Day 2018-10
Tuesdn— June 30, 2020

- 5.5 hours fGac
Ceairal Administration 2ad Deparmeat Stf & sm Middls & High Schocks
Diagesticia ROTC

Spesch Thampist Associzts Principal - High Schocl

Hoad Foothall/ Athletic Cocrdinator

Hoad Band Director - High School

Lsad Counselor — High School & Caresr Tech
Ag. Teacher — High School

Ragiserar, Bnnkkupw Coumnzalor Secretary - HE
FEIMS Cleek = Caroer Tach

22 DUTYDAYS 2021 (Pay periods August-Sul)
Mozdxy, July 13, 2020 — Friday, Jene 11, 2001 Thar:dsy, Juze 11, 1010
*217 DUTY DAYS 20-21 *117 Last Duty Dav 2018-20
Moaday, July 13, 2020 - Friday, J=ue 15, 2021 Tuezday, Juze 15, 2020

Last Duey Day 2018.28

Longth of Day — £.5 howrs (inchides lunch)
Hoalth Services Trainer & Secrstary

Head BE Coack — High Schaal
Ausistazt Principal — Middle School
Ausistazt Principal (LHSBECTA)

DUTYDAYS 20-21  (Pay periods August-Fuls) Last Dury Day 2019.24

Mozday, July 13, 2020 - Friday, Jame 4, 2021 Tharsday, Juze 4, 2020
Lemgh of Day — § houn (includss hunck) Lomgh of Day* -ssa balow

s Ausiztaz: Principal - High Scheal

Load Sposch Therapist & Braillist Cocm{:—ms.bmm fiddlo atermedian AEC
Occepatioas] Tharspist

Biakavior Speciaise

201 DUTY DAYS 20-21  (Pay periods Asgust-Tul)
Momday, July 20, 2020 - Friday, Jzne 4, 2021

Lazt Dwty Day 2019-20
Thur:dsy, Juzse 4, 2020

o+

Diagnostician LPC/LESP Counsslior — High School
Balated Sarvices Teacher - Visually Impained PEMMSData Clark — High School Elemsntary
Occupational & Physical Therapist Vacationa] Teacher — High School/AEC

Ausintazt Principal - Ieterzmediate Elementary

*Diuty-Eea 30 mizsts hunch is included in leagh of day. All professiozal campus i work the leagth of s
minuter Al non-prefessional campus s (paras and clarizal) week the langth of school day plus 30 mizems, Arcival and
duparturs times e determined by Principals

rigds Seprember-Angus)
1

L5 DUTY DAYS 20-2]1 (Pay pe Lax Dury Day 200829
Wednesday, July 19, 2020 - Plldﬂ',]uell. Tuesday, Fune 2, 1020

Lengs of Day — § heuss Cacludes Ianch) Lsngts of Dav* -s50 belew
Diagnostician & LPC — Sp. Educaticn Coumsslor — Middle'AEC

Spesch Thempist Stadaat S=ppest Commsalar

ARD Facilimtor Teackar — Vorational - High Scheol
Adapted PE Clark — Spocial Paps. Camsar Tech.
Ieractional Tochaology Speciain Social Worker

Truancy Offce Clark, Diagrostician — HEMEL
Child Davelopmseat Contar Staff Arszdancs Cladk - Middle
Imstrectional Coach

190 DUTY DAYS 20-21  (Pay periods Seprember-dugusi) Lzt Dury Day 2018.20
Fridar, Tuly 31, 2020 - Tme=day, Tuze 1, 2021 Mozday, Juze 1, 2020

Lengih of Dioyy*-ses balow
Secratary, Assistant Principal - High Middle Schocl:
Coumsglor - Intermediate & Elomatary

137 DUTY DAYS 20-21  {Pay periods SepremBerdugus) Last Duey Day 201820

Mozday, Angust3, 2020 - Thursday, Afay 27, 2021 Friday. May 29, 2010
Lemgth of Dy — § houss (chids: hnch) Lemgth of Dav® -sss balow

Spesch Theapist Teachar B4 Traimen Reading Spocialists
18C Bazd Dizector- M3 Asst. Band Dizector - 55

al day pluz 45

18§ DUTY DAYS 20-21  (Pay periods Seprember-dugusy)
Mozday, Asgwst 3, 2020 - Thussday, Aay 27, 2021

Lazt Durv Day 2019-0
Friday, May 29, 2020

Aids (ALl

Rocaptionit, Campu:
Arvadines Cluk - E H.ld:idm:l Totscmadiste Sches]

261 DUTY DAYS 10-20  (Pay perieds Fuly-Tune)
Wednesday, July 1. 2020 - Wednesday. June 30, 2021

Laxt Dutv Day 2018-29
Tuesday. Fune 30, 2020

Exsapt
sto jght Sepervisors Shop Fosaman - Transportation
Maistenancs Saff
Machanic - Transpartation
Palice Officer & Dispatch Staff
Sscratary o Director of Maintsazncs

NOTE: Novembar 13, 2020 s a balidey for all 136-day paraprofossicnals. 186-day chisroom aides w=d cffice

= 1.5 romp zms houns to ke off March 19, 2021, Paras working mors thaz 136 davs mesd 19 bowrs to be off
Novezabar 23, 2020 and Marech 15, 2021. Teachers/professianal saff working 187 days o7 mem oeed 12 Bouns of
apsroved amd veriSied profussional development to be off Nevember 23, 2020 asd March 19, 2021

All 236-dav senplovess must wse paid leaws, comp time (paras). or flax tims (professicals) to bs off Nevembar 13, 2020,
2nd March 15, 2021

#Druty-Eve 30 mizste hunch is nchuded in leagh of day. All professional campus staff work the langth of schesl day phus 49

‘mimumes. AT non-profussional camps st (paras and clarical) work the leagth of school day plus 30 mimes. Artival and
arture tmes are determined by principals.
Uipdiatedt 1. 2420

This document is located

on the staff webpage
https://www.mansfieldisd.org/staff

SDCE /COMP
time
instructions

MISD

Mansficld Independent School District
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NOV 23RP & MARCH 15™ - COMP TIME

sNovember 23" & March 15t are REQUIRED SDCE or
COMP days for the entire district.

mAll paraprofessionals except 186 day employees must
have comp time to cover these two days (15 hours).

m226 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.

x
MISD
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WHAT’'S WRONG WITH THIS TIME SHEET?!

Period Summary

Type Pay Hote Hours
Holiday PARAJ (PARAPROFESSIOMAL 12 MOMTH ANNUALIZED) Holiday 7h 30m
Waork PARA] (PARAPROFESSIOMAL LZ MOMTH ANNUALIZED) 37h 30m

Totzl Hours: 45h 00m

Original Hours Paidi 45h 00m

Requested Comp Time Clock Hours: 7h 30m

Adjuszed Hours Pzid: 37h 30m

Adjusted Hours Paid = Original Hours Paid - Reguested Comp Time Clock Hours

Comp Time Totals

Time Off
Time Off Code Days or Hours  Clock Hours Requested  Comp Time Factor Allocated
COMP TIME Hours 7h30m*1 = 7h 3bm
Totals 7h 30m 7h 30m
Diaily Totals
Status Hote Hours
Monday 05/25/20
M/A TOF Holiday 7h 30m
3:00 AM - 12:00 PM IN 4h 00m
12:00 PM - 1:00 PM LMCH th Mm
1:00 BM - &30 PM IN 3h 30m
05/25/20 Totzl Hours: 15h 00m
Tuesday 05/26/20
3:00 AM - 12:00 PM IN 4h 3m
12:00 BM - 1:00 PM LNCH ih 00m
1:00 PM - 30 PM IN 2h 30m
05/26/20 Totzl Hours:  7h 30m
Wednesday 05/27/20
3:00 AM - 12:00 PM IN 4h 00m
12:00 PM - 1:00 PM LMCH th Mm
1:00 PM - $:30 PM IN 3h 30m
05/27/20 Total Hours:  7h 30m
Thursday 05/28/20
3:00 AM - 12:00 PM IN 4h 00m
12:00 BM - 1:00 PM LNCH ih 00m
1:00 PM - 30 PM IN 2h 30m

05/28/20 Total Hours:  7h 30m

Friday 05/29/20
3:00 AM - 12:00 PM IN 4h 00m
12:00 - 1:00 PM LNCH th 00m
1:00 PM - $:30 PM IN 3h 30m
05/29/20 Total Hours:  7h 30m Hours Paid:  Oh 00m

Mansficld Independent School District
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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.

Period Summary

Type Pay Hote Hours
Holiday PARAJ (PARAPROFESSIOMAL 12 MOMTH ANNUALIZED) Holiday 7h 30m
Waork PARA] (PARAPROFESSIOMAL LZ MOMTH ANNUALIZED) 37h 30m

Totzl Hours: 45h 00m

Original Hours Paidi 45h 00m

Requested Comp Time Clock Hours: 7h 30m

Adjuszed Hours Pzid: 37h 30m

Adjusted Hours Paid = Original Hours Paid - Reguested Comp Time Clock Hours

Comp Time Totals

Time Off
Time Off Code Days or Hours  Clock Hours Requested  Comp Time Factor Allocated
COMP TIME Hours 7h30m*1 = 7h 3bm
Totals 7h 30m 7h 30m
Diaily Totals

Status Hote Hours

Monday 05/25/20
M/A TOF Holiday 7h 30m
3:00 AM - 12:00 PM IN 4h 00m
12:00 PM - 1:00 PM LMCH th Mm
1:00 BM - &30 PM IN 3h 30m
05/25/20 Totzl Hours: 15h 00m

Tuesday 05/26/20

8:00 AM - 12:00 PM IN 4h 00m
2:00 PM - 1:00 PM LNCH ih 00m

1:00 PM - 30 PM IN 2h 30m
05/26/20 Totzal Hours: 7h 30m

Wednesday 05/27/20
3:00 AM - 12:00 PM IN 4h 00m

PM - 1:00 PM LNCH ih 0dm

12

1:00 PM - $:30 PM IN 3h 30m
05/27/20 Total Hours:  7h 30m

Thursday 05/28/20
3:00 AM - 12:00 PM IN 4h 00m
12 M - 1:00 P LMNCH ih 00m
1:00 PM - 30 PM IN 2h 30m

05/28/20 Total Hours:  7h 30m

Friday 05/29/20
8:00 AM - 12:00 PM IN 4h 00m
LZ:00 FM - 1:00 PM LNCH 1h 00m
L:0DPM - S:30PM IN 3h 30m

05/29/20 Total Hours:  7h 30m Hours Paid:  Oh 00m

Please remind
your Para’s to
clock in and out
every day as the
system was
intended.

MISD
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TRUE TIME

®|n order to meet Federal and State requirements,
every non-exempt employee must record time
worked daily, including time in and out.

=]t should be a punch in / punch out, not a manual
entry.

®"Time records must be approved by the immediate
supervisor.

x
MISD
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PARAPROFESSIONALS’ WORKING

HOURS

=|f a paraprofessional is working at an after hours
event, the paraprofessional should be clocking in and
out of Skyward.

mAll paraprofessionals that are attending the Go2
program should be clocking in on TrueTime / Skyward.

x
MISD
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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.

x
MISD

Mansficld Independent School District


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

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.

x
MISD
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BEN EFITS
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OPEN ENROLLMENT

=All current employees must complete OPEN
ENROLLMENT for the new benefit year which runs
July 15, 2020 - August 16, 2020.

mEPlease 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.

x
MISD
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TRS

mPlease check your beneficiary information in TRS.
"Employee needs to log into their TRS account at
https://www.trs.texas.gov/Pages/Homepage.aspx

x
MISD
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TRS WEBSITE

MyTRS RE Portal Careers Subscribe! Contact Us

l TRSTEACHER RETIREMENT SYSTEM OF TEXAS SEARCH... Q

About TRS Active Retirees and Reporting Investments Pens..~ Health Care
Members Beneficiaries Employers Benefits Benefits
To help reduce the spread of COVID-19 and for the safety of our members and employees, TRS offices are temporarily closed | want to.. v
to the public. TRS is not offering in-person scheduled or walk-in counseling appointments. However, members can schedule a
telephone or remote video conference counseling session by calling 1-800-223-8778. n g n m @

Annuity checks will be paid on time and TRS staff is working remotely to process health care claims and benefits forms and to
prudently manage the trust fund. Click here for more information Find it Fast

TRS Forms

Retirement Estimate Calculator

TRS CIO
Jase Auby on

About MyTRS

Planning for Retirement

Fund Stability
during Pandemic

Watch Now

Retirement Eligibility Requirements
Benefits Handboaok

Employment After Retirement

MISD

Mansficld Independent School District
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TRS WEBSITE

2PN\ SRS |

' _TEACHER RETIREMENT SYSTEM OF TEXAS ff

Site Map = Contaci Us * Home

[ Active Members | Retirees & Beneficiaries | Reporting Entities | General Information ]

Thu Jul 12 11:02:30 CDT 2013

Active Members
Retirees & Beneficiaries
Reporting Entities
General Information

MyTRS |

* Alert - We are currently experiencing high email and call volumes, and will respond to your inguiry
as guickly as possible.

Frequently Asked If you were not a member prior to the start of the 2017-2018 school year, and TRS did not receive
Questions any contributions for you prior to September 1, 2017, you cannot register for a MyTRS account at
Need Help with MyTRS this time. We apologize for any inconvenience.

Account?

Pardon our dust. Future online improvements will mean temporary changes to MyTRS.

Want to be up to date on news related to TRS health benefit plans? Log in or register now and go to
MyTRS Email Subscriptions and choose either TRS-ActiveCare News (for active members) or TRS-
Care News (for retirees).

Welcome to MyTRS. User ID:
We've made it easier than ever to plan for
retirement and conduct your business with TRS. If

you are already a registered user of My TRS, log in PESSIETE
now.
Log in

New to MyTRS? m‘ O or -

Registering is easy. Register now to get immediate \—‘”90 E=l o ooosss o )

access to all the tools My TRS offers, or to leam

more, click here. ': M
g ' ) Don't have a MyTRS User ID?

Registering is easy.

Register Now
e S

Mansficld Independent School District
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TRS WEBSITE

‘ . F¥=AoN" | v
¥ 3 R ‘J i - . L0 §~ -3

TEACHER RETIREMENT SYSTEM OF TEXAS

Active Members
Retirees & Beneficiaries
Reporting Entities
General Information

View Personal Information

Modify Contact
Information

Change Mailing Address

Modify Security
Information

Change Password
Retirement Calculator

Unreported Service
Calculator

Request Retirement
Estimate or Packet

Request Bill for Withdrawn
Service

Last Annual Statement
Current Account Balance

MyTRS Email
Subscriptions

Renister Groun

) } Site Map * Contact Us  Home Log Out
i o gL
l\_ Active Members | Refirees & Beneficiaries | Reporting Entities | General Information )

Thu Jul 12 11:12:22 CDT 2018

Log Qut
™y 'd
View Personal Information | For TRS Use Only: XR0891853
A A

Katrina C Walker
Birth Date: 02/23/1971
Gender: Female

Pardon our dust. Future online improvements will mean temporary changes to MyTRS.

Account information such as your account balance, years of service and top salaries will remain
static as of 8/31/2017.

Contact In
Email:

= Address

Address

Mansficld Independent School District
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TRS WEBSITE

o Va =2 “‘_ '—,.- g
22 . % £ i‘ .ﬁ?’r

~ TEACHER RETIREMENT SYSTEM OF TEXAS

— 5 wWe — Site Map * ContaciUs ® Home ® Log Out
I x5 L\ Active Members | Retirees & Beneficiaries | Reporting Entities | General Information )_
Thu Jul 12 11:14:31 CDT 2018
Log Qut
Active Members ™ e
Hefce=ItIRen elciries Annual Account Statement | For TRS Use Only: XR0891853

General Info j Katrina C Walker

View Personal InfOWggation

Modify Contact
Information

Change Mailing Address
Modify Security
Information Annual Account Statement
Change Password
Retirement Calculator

The 2017 annual statements will be the last annual statements posted in the current version of
MyTRS. Annual statements through MyTRS will resume when TRS goes live with the new updated
MyTRS in 2019.

Click on the link below to view the form.

You may need to download and install a PDFE reader in order to view PDF documents.

Unreported Service
Calculator

Request Retirement
Estimate or Packet

Request Bill for Withdrawn
Service

Last Annual Statement
Current Account Balance

MyTRS Email
Subscriptions

Register Group
Presentations

View Field Office Visits
Need Help with MyTRS

Mansficld Independent School District
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TRS WEBSITE

Reverse of Form

TRS 123
Rev. 10-17

INFORMATION PRESENTED ON THIS STATEMENT ONLY REFLECTS UNAUDITED TRSDATA, SALARIES, SERVICE
CREDIT, AND OTHER DATA IS SUBJECT TO AUDIT AND ADJUSTMENT PRIOR TO PAYMENT OF ANY BEN EFITS.

Katrina C Walker Membership Stat
Salary Reported for FY=

High
Date of Birth: 02/71 Sala

Your Beneficiary's** Date of Birth: 11/61

Your Beneficiary's Gender: HALE

To estimate your annuity, visit the

TRE website al www.irs lexas gov
and use the Retirement Estima te

MISD
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PURCHASING

R E |5rr:':|
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INTRODUCING...

mKaren 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.

mKaren 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.

Mansficld Independent School District
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IF YOU ARE NEW...

mContact 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.

x
MISD
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COVID-19/PURCHASING

®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.

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

EMaintenance has built sneeze shields for front offices and

will soon be installing these on each campus. ﬁ'
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COVID-19/PURCHASING

mAny 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.

=|f you need a CV code created, email Natasha

Whetstone and copy Paula McBride. ﬁ'
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COVID-19/PURCHASING

=Principals and Student Services are discussing campus
needs regarding classroom, library, and cafeteria
sheeze 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.

rvices

=All "CV" code requisitions will route to Student

for final approval in Skyward. S
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CHANGES FOR 20-21

= 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. ﬁ'
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CHANGES FOR 20-21

®Requisitions for software, licenses, web access, web-
based subscriptions, iPad apps - both NEW and
RENEWAL - Object Code 6397

®=Movie Licensing - Object Code 6499

sEarly Education - Pre-K through 3" 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. ﬁv
MISD
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CHANGES FOR 20-21

EMarimon 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.

x
MISD
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CHANGES FOR 20-21

mGoing 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.

x
MISD
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CHANGES FOR 20-21

= 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. ﬁ'
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FRIENDLY REMINDERS

2$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.

mE-Commerce PO’s cannot be edited once approved. Any
additional items that might be nheeded 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 ha§ynot

expired.
MISD
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FRIENDLY REMINDERS

=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.

=lf a vendor is in Skyward AND a CURRENT contract is
assighed to that vendor, then the VENDOR is approved.

=|f the vendor is not listed, contact Purchasing BEFORE
requisition entry.

x
MISD
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FRIENDLY REMINDERS

="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.

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

x
MISD
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FRIENDLY REMINDERS

®0Open PO’s should be used only with Vendors like
Sam’s, Kroger’s, Walmart, Mardel’s, Home Depot, etc.

®0Open PO’s should be for a one-time use ONLY.

x
MISD
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TECHNOLOGY RELATED

Adobe Creative Cloud

mStarting 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.

=|f 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.

x
MISD
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TECHNOLOGY RELATED

Adobe Creative Cloud

=|f 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.

~ Ticket Details

Work Type: "Adobe Suite License Purchase hd

Description: John . Employee ﬁ

Mansficld Independent School District
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TECHNOLOGY RELATED

Adobe Creative Cloud

® |n 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.

~ Questionnaire

Budget Code (required) NA

FPhysical Address of IIrF='L|r|:h.asi|'|g
Campus

Number of Licenses "1
(List users in
Description)

Mansficld Independent School District
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TECHNOLOGY RELATED

Product Shortages

EMost mobile devices are on back order at least a
month due to demand.

®Most webcams, headsets, and microphones are also on
back order.

mPlease keep this in mind when planning deployments.

x
MISD
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TECHNOLOGY RELATED

Product Shortages

=|f you are thinking of overhauling a classroom's
Technology setup, stop and contact Technology before
entering any Purchase Orders.

mClassroom Technology has many interlinking parts and
changing one thing can cause unintended issues.

mRequisitions for classroom microphones and streaming
equipment will be held until confirmation with
Technology that they have approved of the setup.

x
MISD
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ACTIVITY
ACCOUNTING
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BUSINESS CALENDAR

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.

TEE 8 =

=1
Day  Waork Week Meonth Schedule E-mail  Share

Weelk WView Calendar Calenda
Arrange I : =z Book... £
19,2019
To add the calendar to your TUESDE

havigation bar in Outlook:
~0Open outlook

-Go to calendar

~Click on the icon “Open Calendar” &

~Select “From Room List”

~Select BusinessCalendar MISD
~Click on Rooms and then OK

Mansficld Independent School District

16 |_r_{_', Open Shared Calendar...
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New New New
Appointment Meeting ~ ltems =
New
July 2019 b
MO TU WE TH FR SA
301 2 3 4 5 6
7 8 9 10 11 12 13

14 15 16 17 kR 19 20
Select Mame: All Rooms > 21 22 23 24 25 2 27
28 29 30 N
Search: @Name only OMnre columns  Address Book
August 2019

Go All Rooms - PaulaMcBride@misdmail. org v| Advanced Find

5U MO TU WE TH FR SA
1 2 3

|Name Location Business Phone Capacity Description E-mail & s e 7 s o
additional_requests Room additi » 11 12 13 14 15 16 17
AdministratCouncil Room Admir 18 19 20 21 22 23 24
alumni Room alumn DEHE BB D AH
ard Room ard@r e s 6T
AssessmentOffice Room Assess
bbcta_public Room bbcta, R
bbctaadministration Room bbctai S
bbcdtaannouncements Room bbctai
bbctawebmaster Room bbctar Rooms
bbed Room bbedq Perry. Calendar
bbptsa Room bbpts e —
bbsummercamp Room bbsun
benbarberquestion Room benbz Other Calendars
blog Room blogE
PRI Room brocks All Group Calendars

(@ B BusinessCa

R —— caban — u B o
CAEMasterCalendar Room CAEM
campusgradebook Room campL
campusportal Room campL
Capital Qutlav Room Canitz ¥

£ >

BusinessCalendar
oK Cancel

Mansficld Independent School District


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

BUSINESS DEPARTMENT MANUALS

mAll the business department
manuals currently online are
going through an overhaul.

=Please do not download any manuals
"Please do not download any forms

x
MISD
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ADOBE PRO

mAll 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

Mansficld Independent School District
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CV CODES

Mansfield Independent School District

SKYWARD

<« Budgetary Data Mining

Report Report Name: |verifying report
Information Report Title: |verifying report
Parameters Report Type: Revenue/Expense Summary
Breaks

Account Ranges

. : Low High
Field Selection Category: | | [ |

Group: [ | |zz-zz-7zer |

Account Status: @ active and Inactive O Active O Inactive

Operating Statement Accounts

Expense [ Revenue
Low Account: 461 = 00 0000 00 201 0 00 000
High Account: 461 = 99 9999 77 201 9 99 999
Dimension Low High
FUND:
TYPE: [* =
FUNCTION:
OBJECT:
SUB-OBJECT:
ORGANIZATN:
FIscaLyR: [0 | [9 |
PROGRM-INT:
LOCAL:

Include Filters for Operating Statement Accts

Add

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.

MISD
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DYSLEXIA PROGRAM INTENT CODE CHANGE

=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

x
MISD
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FUNDRAISERS FY 20-21

®Fundraisers must be online (until further
hotice)
"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

x
MISD
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PAYK12

= Ticketracker/PAYK12 User Information
=Sigh into the new application for Ticketracker at:

= https://admin.ticketracker.com/#/login/signin

= Google chrome works best

ticketracker

Sign in

Please enter your usermname and password to sign

Username *

&

Password *

o x

Mansficld Independent School District


http://www.mansfieldisd.org/page.cfm?p=1
http://www.mansfieldisd.org/page.cfm?p=1
https://admin.ticketracker.com/#/login/signin

PAYK12

®m User Name and password comes inh an email from Jeannette Slack
= user name is your full email address.

= |f you need a login for PayK12 contact Jeannette Slack

® Once in PAYK12, you will see what they call a “Dashboard”

i Jeannette
MANSFIELD ISD hd

MANSFIELD ISD
Click here to run

Today's Sales Week's Sales August's Sales
reports or process

r., point of sale items

fo)

fof  Dashboard

@ POS

Legend

3 Reports

. Mansfield 1SD - Anna

May ES

& Customers

2 Events Monthly Sales . Mansfield 1SD - Annette
90000 Perry E
Passes .
&0000 . Mansfield ISD - Asa E
& Users -
70000 Low Intermediate
® ltems
SD-
. . Mansfield ISD - Brooks
Viester M3
40000
B General 30000 . Mansfield ISD - Cora
Spencer ES

000D . \ / . Mansfield 1SD - Cross
é‘-g / _-‘-"" e ¥
Timbers Intermediate
Se2[3 Oct2015 Nov2015 Dec2015 Jan2016 Feb2016 Mar2016 Apr2016 May2016 Jun2016 Jul2016 Aug 2018
Mansfield ISD - Danny
lones M3
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PAYK12 REPORTS

= Click on reports, for a sales summary go to:
@ Jeannette

MANSFIELD ISD - ROGENE WORLEY M5

S SUMMARY BY DATE

Enter the search date range

=] Reports

Sales Date Range

Summary By Date 07/12/2016 08/12/2016
Summary By Event

Events

Passes

Put in your date range and the report will run

Department eCheck Cash Credit Total

SchoolFees £250.00 $30.00 $3896.00 54176.00

Grand Total $250.00 $30.00 $3896.00 $4176.00

You can click on School Fees above and more detail will be shown MISD

SUCh as a recelpt Mansfield Independent School District
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PAYK12 REGISTRATION REPORT

®= Reports, then select Registration, then go to item or category.

Enter search keywords to find an item, then press the 'Search’ button. Keywords can include departments, catagories, or partial item names. If no keywords are
entered, then all items will be returned. The Sales Date Range is an optional entry.

Sales Date Range

07/12/2016 08/12/2016

Search Keywords

Q, Search

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.
Admin/School Fees Back to School Bash 2016 Booth Request Option 2: Basic Booth - 1 table 2 chairs @ | —[_ E M R E G , ST R AT I O N

Admin/School Fees Back to School Bash 2016 Booth Request Option 3: Basic Booth - 1 table 2 chairs with a tent

Admin/School Fees Back to School Bash 2016 Booth Request Option 4: Service Provider

Admin/School Fees Back to School Bash Donations m B Downbad CSV
Admin/School Fees Department of Instruction Late Registration

Admin/School Fees Mansfield ISD Summer Schoel Credit Acceleration through Virtual Scheol

Admin/School Fees Mansfield ISD Summer School Credit Acceleration through a Teacher Taught Course

Admin/School Fees Parking 1. Annual Parking Pass

Admin/School Fees Parking 4. 2nd Permit for additional vehicle

Admin/School Fees Parking 5. Citation

Admin/School Fees Parking 8. Employee Replacement Access Card

Mansficld Independent School District
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PAYK12

MirSD PAYK12 New Item Setup Form
Campus: Compus Org Number- This is the PayK12 New Item Setup
Requested B form that is required

{Sponsor/Department )

Today's Date;

Campus Organization Information:

Group: Sponsor:

Item to be sold:

Dioes this itam have sales tax that needs to be assessed?D Yes D No
Sale Start Date: Sale End Date:

Caost of item: Mazx to be Sold:
{Without processing fee and sales bax)

|:] Paint of Sale E] Online Sale

Information Needed From Parents during sale:
{Check what you want Peyk12 ko Include in the sale bo track sale and delivery of item)

Student ID #: Name:
Grade or Teacher: Contact #
(IF needed)

For Campus Office Use Only:

Secretary/Bookkeeper - Please make sure this form is filled out correctly. Then submit
this form via email to Branden Beck (brandon.beck@payk12.com) and Jeannette Slack,

Frost Bank Account: General Operating Sccannt (no & requirad)

[For funds to be deposited to by Paykl2)

Secretary/Bookkeeper Approval:
Date Submitted to PAYK12:
hitps-f fadmin. ticketracker. com/f/login/signin | Administrative Login)

Mansficld Independent School District
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COLLECTING MONEY FROM

STUDENTS

®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

x
MISD
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CHECKS

mAccepting 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.

x
MISD
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TALLY SHEET EXAMPLE

Mansfield ISD
TABULATION RECEIPT FORM 1234

DATE: STUDENT GROUP: TEACHER:
PURPOSE TAXABLE| | NON TAXABLE! |

FOR OFFICE USE CASH

TOTAL

BAG #

RECEIPT # 153
5's
10's

CASH LU
50'S

COINS .

CHECKS TOTAL CASH
TOTAL *

TOTAL AMOUNT

RN

Cash Check Name Check Signer Check # Amount

0 O
O O
.

Make sure the entire tally sheet is filled out with signature of

teacher at the bottom of the form E [ﬁl S[

Mansficld Independent School District
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RECEIPTS

=®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-sighed
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 &

Mansficld Independent School District


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

MISD RECEIPT SAMPLE

Pate BdISI)

RECEIVED FROM

CFOR | [OW PAID:

!_ e e I e _ {"heck:

| ‘_.'nh
MANSKIELD 18D, (05 B, BROAD, MANSFIELD. TX 760063 BY.

x
MISD
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SKYWARD STUDENT RECEIPT SAMPLE

Mansfield Legacy HS

*** Duplicate Raceipt *%w

Payor: Date: 07/10/2019
Student ID: Receipt #: 500005223 Alc #:

Grade: Payment Type: PAYCASH
Check #:
Praviocus Currant

Coda Desecription Charge Payments Paymant Tax Paid Balanca Due
SCHOOLID SCHOOL ID 6.00 0.00 6.00 0.00 0.00
SCHOCLID SCHOOL ID 6.00 0.00 6.00 0.00 0.00
Entered By: katienance amount Tendered: 12.00
Amount Paid: 12.00
Change Returned: 0.00
Balance Due: 0.00

MISD
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SAFEKEEPING OF FUNDS

=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 ﬁr
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AFTER SCHOOL EVENTS

mPlease 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.

EPlease DO NOT allow teacher to take funds home.

="Any money collected from concession sales must be
handled in the same manner.

x
MISD
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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)

x
MISD
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FIXED ASSETS

" What is a fixed asset?
=Has an individual per unit cost of $5,000 or more

= And has a useful life >one year
= |s 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

x
MISD
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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.

= |f you need an activity budget code built, please email
Chelcie Howley.

x
MISD

Mansficld Independent School District


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

BUDGET TRANSFERS

®= Transfers are approved daily in the afternoon (usually
2:00 - 3:00 pm.

= Please plan accordingly.

= |f a budget transfer is entered later in the afternoon, it
will be approved the next day.

x
MISD
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DO’S & DON'TS

®= DO spend the most restrictive funds first! This allows the campus to have
more purchasing flexibility.

= 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 until APRIL to spend money

DON'T wait until MAY to spend money

DON'T wait until the LAST month to spend money!!!!

x
MISD
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LOOKING UP PAID INVOICES

=Click on Vendors

=Vendor Profile

=Type in vendor nhame 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 v then click “Apply Filter”

! Filter Options Apply Filter
Detail Activity for Fiscal Year: -—- 211 —- = Bac
Sort By: By PO/Req Number -
e . Record Types to Include
§ETwano 1 A
- Home |+ Al VENGGTE Purchasin panllls RE Inventory | Q, Search - DRequisitions ¥l Batch DReoccurring
M Management g Payable | Assets | o | [C] Denied Requisitions [ open [C]Reversals
. DWork—in—progress Requisitions DWork—in—progress POs ¥ History
o Back ﬂ List = Purchase Orders 17(Remove Favorite) E)True Time
s Customize Tabs Vendor: +)GOT SPIRIT? || ||

Purchase Orders

. Vendor Information
AP Invoices Address: [3202 HUNTER COVE DR ARLINGTON TX 76001

Vendor Active/Inactive: |Active Individual/Business: Bu MISD
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LOOKING UP

PAID INVOICES

" Find & click on your PO/CR # (if you do not see it, type the # in the

bottom right corner)
=Expand all »

Customize Tabs Vendor: |60T SPIR@2@ |¥ GOT SPIRIT? ||

Purchase Orders
Vendor Information

*|[ 4| » | Ranges

AP Invoices Address: (3202 HUNTER COVE DR ARLINGTON TX 76001
Vendor Active/Inactive: |Adive Individual/Business: |Business
Address
Purchase Orders
General
o] Purchase Orders/Requisitions for GOT SPIRLT? (All Years)

. PO/Req Mumber v Date Entered STS | Descripfion
Attachments — —
[ 3 Q871800302 a3/22/2018 WH  tshirts for Chopped participants - Chopped is
Payment Information on May 1, 2018

* Motes

= Aftach

Ven Type: Order From/Remit To
@ Export Opticns &Prinl Brov

Amount | Order From cC
250.00 GOT SPIRO0DO

croe i A O e Nl el
mScroll down to PO Invoices to see any payments made on PO/CR

Purchase Orders
Vendor Information

R L TS

AP Invoices Address: [3202 HUNTER. COVE DR ARLINGTON TX 76001
Vendor Active/Inactive: |Active Individual/Business: Business
Address
Purchase Orders
General
o Purchase Orders/Requisitions for GOT SPIRIT? (All Years)

PO/Req Number + Date Entered STS | Descripfion

* Attachments

ceiving Information

A\

Payment Information

Change History w PO Invoices

Ven Type: Order From/Remit Tt

@_] Export Options &Pnnl Brc

Amount | Order From CC

Batch Nbr
BK13

Fiscal Year
2017-2018

Invoice Amount
758.00

Invoice Date
04/30/2015

Invoice Number
1464

» Custom Forms

Check Number
171807994

Check Date
05/09/2015

MISD
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LOOKING UP PAID INVOICES (conT.)

= To view the invoice, click on invoice humber then click on Attach.

ﬂCapiure Screen ﬂ'_|Ne'.‘.l Window ﬁll‘.‘ly Print Queue 7 Help Ment

Invoice Activity
Views: | General ¥ —Hlt&rs': *Skyward Detailit Yamck Filter Mcnm Options EJJExpurt Opions &Prmlﬁmwse
- - - = - - “Atiach
|VendorKey & Vendor Hame Sfatus Inveice Number Batch Humber | PO Number Invoice Date DugDale | Fiscal Year Hef Amownt|  Check Number|  Chack Amount | Entered By Invoice ID _CI_
: A | : : A . ;i ; ; _ =
B30/2018 | B5/68/2018 |2017-2018 7800 D079 78.00[KIRSCH BETHA snsns =

} GOT SPIRG6R |GOT SPIRIT?

= Click View Attachment, then open bottom left document.

Attachments

AP Invoices Attachments
Awailable Attachments for Invoice Number 1464

B Export Options () Print Erowse: View ‘=
J s - = - Aftachment [

Type & Description Entered By __Entered Date Entered Time | File Size q View
Invoice Got SPirit 1664.pdf 85/88/2018 11:41 AM | 149 KB q =
Bacl

Mansficld Independent School District
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REMINDERS & TIPS
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ACCOUNTS PAYABLE NOTES

= 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. &

Mansficld Independent School District
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ACCOUNTS PAYABLE TIMELINES

=Travel Expense Reimbursement request must be
submitted within 10 days of travel.

"Hotel Checks - will be cut 1 week prior to travel
date.

*|lnvoices - MISD has up to 45 days to pay.

*Field Trips - Please respect the AP 72 hour
timeline prior to trip.

x
MISD
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NEED A CHECK?

®Checks for pick up:

=|f 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:

sAccounts Payable DOES NOT get notified when these have
been entered and approved in Skyward.

=|f a payment is heeded to be made from a Check Request or
PO, the backup documentation or invoice must be emailed

to accountspayable@misdmail.org ﬁ'

Mansficld Independent School District
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PURCHASING
REFRESH
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IS A QUOTE REQUIRED?

= 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.

= |f there is ho 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... ﬁ'

Mansficld Independent School District
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IS A QUOTE REQUIRED?

mComplete the Quote Form (see Purchasing’s webpage for
NEW fillable form) and attach it to the requisition.

QUOTE FORM
All information requested must be completed. If vendor is not in Skyward, you must
complete the necessary vendor paperwork. Attach additional sheets if necessary.
S Include vendor name, contact and Vendor #1 Vendor #2 endor #3
phone number.

603 E Broad Street, Bldg. 300
MANSFIELD, TX 76063
Phame 817-199-6000
Fax 817-473-5780

Item Description Qty Unit Ext Unit Ext Unit Ext
QUOTE GUIDELINES Include catalog/item = © | Price | Price Price Price Price Price
ALL purchazes will be made through
approved vendors when available, ragardless
of price.

If an item iz not on a curent bid and the
price iz more than $3300.00, threa quotes
mmst be obtzined (Fhone, Online Wabsite,
Vandor Catalog, ete) Attach screen shots
for online quotes or copias of catalog pages
for backup.

If the item can only be purchassd from a
non-approved vender, you mmst document
that at least two approved vendors wers
contacted. List all vendors d on tha
form, indicating that they did not have the
product requested.

Indicate tha requested vendor in the spaca
provided. If vendor sslectsd does not offer -
the lowast cost, 2 full explanation shall be - Freight
provided. (For instance, 2 vendor may be (Total shipping and handling charges)
chosen regardlazs of higher cost if tima
requirements are better or if additional TOTAL COST
products andior services are offered) List the vendor you prefer to use; give an explanation if not using the lowest price quoted.
If an item iz avzilable from more than ona
et d vandor, it is fed, that
you get three quotes to obtain tha best prica.

g;‘:t:mlxu_ﬂt be attached to Reguisition mCAL[PUSmEPARU[ENT

PRINT NAME EMAIL

[ Federal Funds
O General Funds PHONE FAX DATE

Mansficld Independent School District
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CONTRACTED SERVICES

="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

MISD
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CONTRACTED SERVICES AGREEMENT

Page
1

MANSFIELD INDEPENDENT SCHOOL DISTRICT
CONTRACTED SERVICES AGREEMENT

The Mansfield Independent School District, hereinafter referred to as “District,” and independent
contractor hereinafter referred to as “Consultmt ™
enter into a contract for the provision of services.

1. District agrees to engage Consultant, and Consultant agrees to perform personally, ina manner
satisfactory to District, the scxvices s described in Addendum A All dates, time, and locations
shall be stated therein.

2. District agrees fo pay Consultant a fee s per Addendum B compensation for services
rendered.  Unless specifically agreed to in writing, expenses for transportation, lodging, meals,
and materials are incwrred by the consultant. All reimbursements for expenscs, which arc
agreed o in writing, associated with consultant services shall be made in accordance with
the MISD TRAVEL EXPENSE GUIDELINES FOR CONSULTANT SERVICES.

Consultant shall nor be paid in advance. Al fees shall be paid after the activity is completed
and, ion, including invoice, is turned in to the Business Office.  Itis the mtent
of the school district to pay all imvoices as promptly as possible; however, by acceptance of a
district purchase order you have agreed to the 43 day payment policy. Al imvoices are submitted

to the Accounts Payable Department.

3. This agreement shall be in effect according to the spproved request for proposal waless
terminated by either party at any fime, with or without canse. In the event of termination by
Ihm:to(Cmmﬂt:ntpnmtnonmplmm the contract, compensation shall be prorated on the
basis of howrs actually worked, services actually provided, or materials actually provided, and
Consultant shall only be entitled to receive just and equitable compensation for any satisfactory
work completed and expenses incured up to the date of termination.

District may terminate this confract if funds sufficient to pay obligations hereunder are mot
appmpnxtedbyﬂlehﬂSDBanﬂome In the event of non-appropriation, Vendor will be
provided ten (10) days written notice of intent to terminate.

4. Consutant may not asign this contac t a third party withont he witen consent ofthe
District. Consultant must complete the Contractor Certification form required by Texas
Education Code Sec. 22.0834(d) and conduct a national criminal history record information
review as required by Sec. 22 0834, at the Consultant’s expense, of all employees employed under
mmmmmmsmmes State Certified teachers. No employee

ion shall be allowed by Consultant or District to perform
i e e of tins Agreement for District

Consultant is not an employee of District, and is not entitled to fringe benefits, pension, workers
retirement or District shall not obtain or maintain

any msurance for or on behalf of Consultant District shall not deduct Federal mcome taxes.
FICA (Social Secunty), or any ofher taves required o be deducted by an employer. 4 tis s the

I

responsibility of Consultant.

5. Consultant agrees to hold District harmless from amy and all liability incurred by District by
reason of Consultant's negligence or breach of contract, including, without limitation. damages of
every kind and nature, out-of-pocket costs, and legal expenses.

5.a (FERPA) As a Consultant retsined by fhe District to perform services wnder this
agreement, the Consultant shall be deemed a “school official” as that term defined i the District's
Board Policy. Further, it is understood and agreed that in order to perform services hereunder, it
may be necessary for the Consultant to preview and be provided access to the “educational
records™ (as defined in the Texas Education Code and the Family Education Rights and Privacy
Act) of students of the District for whom the Consultant provides services hereafter. Consultant
agrees to maintain the confidentiality of any and all educational records of students i the District
that are disclosed fo, or reviewed by, the Consultant in accordance with Federal and State laws,
rules and regulations. Consultant hereby covenants that the confidential and proprietary
information of the District and student will be protected  Consultant shall keep all such
information confidential and shall not disclose such information except under order of a court
compefent jumisdiction. Consultant also that any work created by Consultant
pursuant to this agrecment shall be and remain the sole property of the District and Consultant
hereby relinquishes all rights to amy such work

5. b. (HIPAA Compliance) The parties agree fo comply with the applicable provisions of the
Administrative Simplification section of the Health Insurance Portability and Accountability Act
of 1996, as codified at 42 US.C. 1320d through d-8 ("EIPAA"), and the requirements of any
regulations prommlgated including without limitation the federal privacy regulations as contained
in 45 CFR Part 164 (the "Federal Privacy Regulations") and the federal security standards as
contained in 45 CFR Part 142 (the "Federal Security Regulations”). The parties agree not to use
or further disclose any protected health information, as defined in 43 CFR 164.504, or individually
identifiable health information, as defined in 42 US.C. 1320d (collectively, the "Protected Health
Information”), conceming a patient other than as permitted by this Agreement and te
of HIPAA or under HIPAA including without limitation
the Federal Privacy Regulations and the Federal Secusity Regulations. The partics will implement
appropriate safeguards to prevent the use or disclosure of a patient's Protected Health Information
other than as provided for by this Agreement. Consultant will promptly report to District any use
o disclosure of a paticnf’s Protected Health Information not provided for by this Agreement or in
violation of HIPAA, the Federal Privacy Regulations, or the Federal Secuity Regulations of
which Consultant becomes aware. Consultant will make ifs infermal practices, books, and
records relating to the use and disclosure of a patient's Protected Health Information available to
the Secretary of Health and Human Services to the extent required for determining compliznce
with the Federal Privacy Regulations and the Federal Security Regulations. Notwithstanding, the
foregoing, no attorney-cliat, accountant-clicnt, or ofher legal privilege shall be decmed waived
by Consultant by virtue of this subparagraph.

ThlsAgmemcm, including attachments hereto, all of which are incorporated herein by reference,
constitutes the entire understanding and agreement of the parties, whether written or oral, with

Page

MISD
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CONTRACTED SERVICES AGREEMENT

Page

respect to the subject matter hereof and supersedes all prior and contemporaneons agreements or

beheen the paries. Unlss an areement 5 made, n ittt aters s page.
any query brought forward the order of precedence relating to any written
between the parties, this contract will supersede all ofhers including amy

6. MEDIATION: Either party to this Agreement may demand non-binding mediation of any
claim, dispute, ot other matter in contest befween the parties and arising under, out of, or related to
this Agreement. Al such demands shall be in wrifing. In the case of claims by Consultant against
the District. 1o such demand shall be made until the complaint procedure found in District’s board
policy GF(LOCAL) has been fully exhausted regarding the confested mafter

Unless waived by the District in writing, the following are conditions precedent to the institution
of civil proceedings by the consultant against the District concerning a contested matter
under, out of, or related o this Agreement: (1) full exhaustion of claims through the District’s
complaint procedure described in policy GF (LOCALY, and (2) a written demand by the consultant
for mediation.

Following the full exhaustion of claims through the complaint procedure found in District's board
policy GF (LOCAL) and upon receipt by District of consultant’s written demand for mediation,
District may. at its option. either proceed with non-binding mediation of the dispute. or provide
written notice to the consultant of the District’s decision to waive ifs right to compel such
‘mediation.

If the District waives its right to compel mediation, then consultant is at liberty to pursue its civil
remedies, if any. Mediation under this paragraph shall take place before a neutral third party,
agreed to by the parties. If the parties cannot agree on the neutral party, each shall nominate a
'mediator, and the two mediators so nominated shall agree on a third party neutral. The mediation
shall proceed before the neutral third party under rules mutually agreeable to the parties and the
mediator. Each party will bear its own expenses of mediation. The cost of the third party neutral
shall be bome equally by the parties. Failure of the mediator to resolve issues acceptable to all
parties within 15 days of the mediation shall allow either party to pursue its cival remedies.
Comucsr and Disiict agree tat veme, n the event of 1 i, i sae courts o Tarant Gy
exas.
1 th:ﬂmmup(wm:ndmumnaﬂm:me:peuﬁ:dbymsmmpmmbegmmng
performance under this Agreement, during the full term of this Agreement, and beyond the term of
mwmmwmm Gwpﬁnf:llp]hmesmdmdmmuwdluprcnf
of insurance on a properly executed certificate of insurance shall be provided to District at least
five (5) days prior to the beginning of service under this Agreement

8. As required by Texas Education Code Sec. 44.034, any person or business entity entering into a
contract with District must give advance notice to District if the person or owner of the enfity has
been convicted of a felony and such nofice shall include a general description of the conduct
resulting in the felony conviction_Failue to provide such notice or mistepresentation of the
con iction shall constitute grounds for femination of the Agreement.

I

9. Consultant and its subcontractors shall not discriminate against any employee or applicant for

amplooment an the basi o ace, reigion, age, disability, natonal omgn o any ot potected
classification under federal or state

10. District is an exempt entity under fhe laws of the State of Texas and shall not be liable for
payment or reimbursement of any taxes paid by Consultant which Districtis exempt from paying
under state law_

11. The invalidity of any part or portion of fhis Agreement shall not validate, impair, or
otherwise affect the validity, effect, or enforceability of any ofher remaining part or portion of the
Agreement

IN WITNESS WHEREOF, Mansfield Independent School District and Consultant have executed
this contract, effective the date on which the last party to sign the agreement executes this
agreement

By. MANSFIELD ISD By: CONSULTANT

Signature: Signanre:
(Print) (Prind)

Titie Title:

Date: Date:

(For contracts of $50,600 or more)

Date of Board approval

Term of Request for Proposal: Beginning Ending
BD#

(For contracts $49,999 or less)

‘Vendor # -9 must be attached)
Term of Request for Proposal: Beginning Ending
MISD Staff Contact Person-

Phone numaber:

Campus/Department:

Budget Account Code(s):

MISD
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CONTRACT REVIEW FORM

‘ﬁ’ D Mansfield Independent School District
Originator Signature
1. Please note ot
whether it is e
a hew or o _ _
e daye before need by date. ” . .
renewal T A — Principal / Director
2. Complete T Signature
amount and - (R —
budget code. e e st v .
3. Make sure Purchasing
and attach / Director’'s Signature

requisition
4. Note, if no _ Executive Council Signature
funds will be P B b i gt om0 o (if required - more than

<

««

spent S $5000.00

Comments:

oute this completely signed Torm with the contract 1o the Business Offioe Tor review. T approved, the Busimess Ofhce wil
forward the signed contract back to the campus or department secretary. Unless otherwise indicated, the campus or department
s responsible for returing signed contract to the vendor.

MISD
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CONTRACTED SERVICES

®The signature on a contract CANNOT be the Sponsor; it must
be the employee who has desighated sighing 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.

x
MISD
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MEALS FOR STAFF

DEVELOPMENT

= 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

. x
= Dinner - $23.00 MISD
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MEAL EXCEPTIONS

= |f 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.

® |t 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 sigh in sheet to document attendance.

= DO stay within per diem allowances. MISD
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REFRESHMENTS / LIGHT MEALS

mRefreshments 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.

x
MISD
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PURCHASING
DO’S & DON'TS
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FEDERAL FUNDS - CONFLICT

OF INTEREST

= 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.

x
MISD
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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 sighificant savings from another
vendor.

= DO always have a Purchase Order in place before
buying anything.

x
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DO’'S & DON’'TS

" DON’Treimburse 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.

x
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DON'T FORGET...

®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.

x
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TECHNOLOGY
PURCHASES
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TECHNOLOGY PURCHASES

mApproved items are listed in OneNote by general
categories.

=*Where possible prices will be listed.

sEcommerce 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.

x
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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 ©

CDWG

e-Commerce
Chromebooks
Software
Microsoft Surface

PC Accessories

Connection B&H Apple Delcom

e-Commerce Standard® Standard Standard
*Printers™® Cameras iPads HP Desktops
Software Drones MacBooks  HP Laptops

PC Accessories PC Accessories . Apple TV | AV solutions

PC Accessories

x
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TECHNOLOGY PURCHASES

®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.

x
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TECHNOLOGY PURCHASES

®=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.

C IR IR R I b b b b S b b b I S o i b b b b S S i b b b b b b b b b b

=Campus:

= Recipient (first and last name):
IR R R I i R e e I i S I i e I R A I I I b b e e i b I i i e b b b i i I b i

x
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TECHNOLOGY PURCHASES

ERemember to use the OneNote!

=|t will be kept up to date with procedures and any
relevant templates.

=]t is also a great resource for information on other
common purchases (paper, batteries, catering, etc.)

I Technology Procurement

Information

l Current Bid Pricing MISD
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FUND 461 ACCOUNT CODES

=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 ﬁ'

=cash receipt
Mansficld Independent School District
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FUND 865/876 ACCOUNT CODES

=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

x
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FUND 865 PROCESSES

mStudent activity funds are by major object code

=For example: Student Council is 865 E 00 6 XXX 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 O 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

x
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FUND 461/865/876 DEPOSITS

= 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
nhumber range and what is being deposited (unless using Skyward
student and then the fees paid report will have the receipt numbers
listed). Example: 15t 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 &S

Mansficld Independent School District
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CASH RECEIPT EXAMPLE

@ Detail Line Entry - WR\AM\GI\CA\CA\CA - 29808 - 05.19.06.00.03 - Google Chrome - o
8 https://skywardbis.mansfieldisd.org:444 /scripts/wsisa.

/Service=wsFin/fambredit002.w?isPopup=true

Detail Line Entry @O S 2

Batch Information —
Fiscal Year: 2019-2020: July 1, 2019 - June 30, 2020
Batch Number: |19-00077
Description: Library

General Information Account Description
Line: 1 461 GOVERNMEMNT
ACTIVITY FUND
Account: |461 R 00 5749 00 044 0 00 000 SE 00 OTHER
Description: MISD Rec #440001661 Library Fine $16.30 5748 OTHER REVENUES
FROM LOCAL SOUR
00 GEMERAL &

Line Amounts

4 Diebit: 0.00
Addt'| Description: Credit: 16.30
Name:
Date: |07/16/2019
Reference:
Project/Grant:
Cash Receipts
Bank Cash Account: |GENOP | GENERAL OPERATING Receipt: 4400506
Bank: FROST NATIONAL BANK Payment Type: Cash Check Number:
Batch Amounts
# of line items: 1 Debit: 0.00 Credit: 16.30/ MNet Amount: -16.30
Receipt totals for current receipt number within this batch
# of line items: 1 Debit: 0.00 Credit: 16.30/ MNet Amount: -16.30

- MISD

Mansficld Independent School District
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DEPOSIT SLIP EXAMPLE

|
. o Y DEPORIT

L BPT | oY e
2] [t | % E
‘C{ ! | ‘ | L ] A e
‘ ‘ EE,I—:HJ “mﬂmm"‘;{‘m i
| E g] . | E . |
I Eg Eg nla . i- | EE ¥ AE-FHTER GRuAHD TOWAL |

E_u_u -nw1,....h,-|._.=.'=u.-!|:E:_.-_a_aznnns::ﬁnn_ e MR CECHM DATEIN
WANSFIELD (90 .

GAHERAL DFERATING W,
s FIOSL 3 23000

5" SLATADS Y 1R S NA271E, 1175852, {12287

/nu I NN L ek ke e BT PR ETE o LM B (DT " WA O R &2 13 M-k = dRT 18 | - A e PRSI AL TSR SR o IR T

e

Deposit _ Deposit slip also
Bag Receipt needs preparers
Numbers signature
Number g

x
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TRANSFER EXAMPLE

(5 View Details - WPVAM\BMATR\TRATR - 25506 - 05.19.06.00.03 - Google Chrome - B

8 https://skywardbis.mansfieldisd.org:444/scrip

e sisa.dll/WService=wsFin/fambrbrws002.w?isPopup=true ———— Fu n d 4 6 1 m u St

Batch Information Close
Fiscal Year: 2018-2020: July 1, 2019 - June 30, 2020 h a v e a t r a n S f e r
Batch Number: 19-00120 Report
Description: 19-00080 PayK12 Jandrucko SC Deposit 7.16.19 -
peta ines from 6340 into the
Views: | General ¥ | Filters: | Skyward Default Clone (4) ¥ Y [ Ej & Wiew
Line # a | Account Descripfion Debit Amount Credit Amount | Re|
[+ 361 E 11634000 1270 11390 | 19-00080 Payk12 Jndrudko S Depost 715,19 I expense code 1or
» 2461 E 36 6117 15 127 0 99 380 19-00080 PayK12 Jandrucko SC Deposit 7.16.19 150.00 0.00

= any funds deposits
to 5749 and 5744

1aa ¥ | 3 records displayed Line #: |
Totals by Fund
Fund Debit Credit Net BS et 05 Net
| 300.90 | 300.90 | 2.00 | 2.00 | 2.00 |
Total | 390.20 | 390.20 | 0.00 | 0.00 | 0.00 |

€lnl & @ @]

MISD
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DONATIONS

*

MISD Mansfield Independent School District Intent to Accept Form

Mansfield Independent School District is a public school district and is a political subdivision of the State of
Texas. The District is not a tax-exempt enfity under the Intemal Revenue Service (IRS) Code Section
501(c)3). However, the District is idered a tax-exempt ization that may receive charitable
contributions according to the IRS Code Section 170(c)(1). This section states that a charitable contribution
‘means a contribution or gift to or for the use of:

“A State, a possession of the United States, or any political subdivision of any of the foregoing.
or the United States or the District of Columbia, but only if the contribution or gift is made for
exclusively public purposes ™
The District may receive charitable contributions if they are for public purposes, such as benefiting a group and
ot an indfvidnal Contributions may be made to the District, Distrit schools, District departments, or various
District groups and clubs. These charitable are deductible by the o their tax retwn.
The federal i ‘number of the Mansfield School District is #75-6002005.

Please note, contributions made fo various parent or communify organizations, such as PTAs and
Booster Clubs, are nat contributions to the District. Since these organizations are separate entities from the
District, the District's tax-exempt status does not apply to these organizations, These organizations must apply
for their tax-exempt status under IRS Code Section 501(c)(3). Evidence of their tax-exempt status would be a
Determination Letter from the IRS. Whea a PTA or Booster Club donates monetary or non-monetary items to
the District, then the donation is considered a contribution to fhe District

Mansfield Independent School District greatly appreciates the s ri of:

Name of Contributor (Company or Person)

Address

Contact /Phone Number

through the contribution of:

Description of Ttem(s) Contributed and/or Monetary Confribution Received

Approvals:

Signature and Tide of Distict Employee School Department Daie

Approval by Associate Super of Business and Finance Gf over $2,500) Date

Any donation that is $2,500 or greater must be approved before accepting donation. [o——

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.

MISD
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REFUNDS

mRefund Request form must be filled out by the
person requesting the refund, signed by requestor
and sighed by campus administrator

sBookkeeper/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

x
MISD
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REFUND FORM

il

x . . =
MISD s pmermmesrsoio: pemwcr The final step is for the accounting

e Manaficldisd org

PAYMENT REFUND REQUEST department to sign off on the refund form

[Refund will be given to the individual who made the payments.)

N I that will include proof of payment either

Pordria sy .

Student Name

MISD receipt (tally sheet with this receipt),

City, State Zip

Skyward student receipt, or Payk12

Hole: Requests for a refund must be accampanied by proof of out af pociel costs.
Accepiable formes of proof incude a cash receipt or an account ramsaction report from
Student Account (Chanms, Tickalracker, of Skywand).

[ PAYMENT | REFUNDS [circle accordingly) ] r e C e i p t .

[Program [ Foeld Trip | Librany [ Texthook | Fine [ Oher 1

Refund Request REASON FOR PAYMENT REFUND TOTAL

The accounting department will pass the
"""""" information on to accounts payable once

_— proof of payment is verified.

Basingss Odfice
Mansficld Independent School District
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Please resurn compieled form & documentation to Assoc. Superimiendent, Business & Finance:
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FUND 865 DETAILED REPORTS

®"Fund 865 student activity detailed reports must
be scheduled to the sponsor of each student
activity group weekly or monthly.

*FYl: 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.

x
MISD
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FUNDRAISER APPLICATIONS AND RECAPS

®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.

mAccounting will send out an excel spreadsheet noting what
fundraisers are pending monthly.

x
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FUNDRAISING

®Fundraisers must be for the benefit of student body or student
groups

mGoverned by Policy FJ (Legal & Local)

=Pre-approval of principal is required via eduphoria fundraiser
application

mRaffles are not allowed by law

= All funds collected should be deposited in accordance with
cash management procedures

x
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IMPLEMENT FUNDRAISING

PROCEDURES

~N
* 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.
J
~N
* Conduct Fundraiser (One-day or Over a period of time)
* Distribute merchandise, collect and deposit all funds
J
N
* Close-out Fundraiser
* PO is adjusted to reflect actual products sold. Invoice sent to AP.
* Complete a Fundraiser Recap Report in Eduphoria
J

x
MISD
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STEP 1: FUNDRAISER APPROVAL

® Plan fundraiser.

= Determine how mone¥ 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.

x
MISD
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STEP 1: FUNDRAISER APPROVAL CONT'D

= 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 appllcatlon

®"Fundraising agreement or contract needs the principal’s
sigr;lature. NOTE: TEACHERS / SPONSORS do not have signing
authority.

mEnter a PO request to the vendor with approved fundraiser
application attached. This is the #1 cause of PDSA forms.

x
MISD
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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.

x
MISD
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STEP 3: FUNDRAISING RE-CAP

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

mSecretary 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.

= |f an approved fundraiser has been cancelled, then
please have the sponsor submit the fundraiser recap
by answering the questions “fundraiser cancelled.”

x
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SPIRIT NIGHTS

mSpirit 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.

x
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PDSA

=PDSA is a form completed that helps fix a broken
process - “What went wrong & how am | going to
fix it next time?”

Do NOT make a copy of a completed PDSA and
just change the dates.

=sBE 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 ﬁ'
MISD
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FIELD TRIPS

v,
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~N O O B~ WN =

FIELD TRIP PROCESS

. Teacher plans to take a field trip & they enter request in

Eduphoria.

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

to approve and sign.

. Secretary enters a bus request in transportation software based

on answers from Eduphoria form.

. Secretary enters a Requisition in Skyward for deposit (if NO

deposit is needed - skip to step 8)

. Secretary will receive on the approved PO.
. 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. ﬁ
MISD
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FIELD TRIP PROCESS (CONT.)

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

x
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Mansficld Independent School District


http://www.mansfieldisd.org/page.cfm?p=1
http://www.mansfieldisd.org/page.cfm?p=1
mailto:accountspayable@misdmail.org

FIELD TRIPS

= 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 BACHK. 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.

Mansficld Independent School District
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Field Trip WorkSheet

*AP MUST Have All back up in AP inbox 72 hours in Advance*

pampus

VENDOR

PO#

FIELD TRIP DATE

PICK-UP MAIL

DATE CHECK NEEDED/MAILED: CHECK CHECK
I Line items on PO as Follows: I
1. Mumber of Students Attending Field Trip Qty x 5 = s

1A 1B 1c
2. Mumber of Adults we are paying for Attending Field aty x 5 = 5

28 2B 2C
3. Extra/Mis. Fees for: Qry x5 = 5

3A 3B ic
I ttems we MUST have attoched gs Back up I

D Copy of Purchase Order

D Inveoice/Contract with Pricing breakdown

D Skyward Student Rosters with totals of students circled on sach page & 10 Key tape attached (if multiple resters | - Must match 14

D List of Adults/Chapperones WE are paying for. Must Match 2A

D Must be completed and emailed together to the AP inbox 72 hours in advance.

i
+
e
+
e

= 5

1C 2C ac

THIS SHOULD BE A 3-WAY MATCH: Worksheet Total = Invoice Total = PO Total

Total Amount of PO

G— Please note how you

would like the check
handled.

MISD
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FIELD TRIP CONTRACTS

® 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.

x
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FIELD TRIP DEPOSITS

= AVOID Deposits if at all possible.

= |f a deposit is required from 461 account,
it must be something the campus is
willing to forfeit.

x
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SKYWARD ROSTERS

mSkyward 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.

x
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EDUCATIONAL RECORDS COPIES

®"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, Enroliment
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. ﬁr

Mansficld Independent School District
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EDUCATIONAL RECORDS COPIES

=|n 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.

=|f 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&e'cord

shall be provided at no charge.
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DISTRICT LEVEL COPIES

mAt 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

i
=30-39 copies = $3 etc. ﬁ
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EDUCATIONAL RECORDS COPIES

®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.

MISD
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EDUCATIONAL RECORDS COPIES

=Elementary and Intermediate Schools will issue a MISD
receipt. High and middle schools will process payments
through Skyward Student.

mCollected 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.

mPlease 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. MISD
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