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Purchasing

How to Enter a Requisition in Skyward

] https://skywardbis.mansfieldisd.org:444 /scripts/wsisa.dll/WService=wsFin/facctbrws00Lw g ‘
f Mansfield Independent School District Chelcie Howley  Account | Preferences | Bxit | |2 | | 2
SKYWARD

Horme v IEAGLEUSN Vendors Invertary Q

Manage ment
Q e
-« Purchasing - PU Setup « My Requisition Processing - MR -+ Purchase Order Receiving - PR
Purchasing Activity - WA Reguisitions - RQ 1,]@ Receiving - RC CD

4| | ViewMy Purchase Orders - VO € squisitions - MY « Reports - RE «

F | Reports-RP © Requisition Approval History - MR L

A ser Preferences - UP «

P 189 E 31 6412 00 510 0 3% 010 -010 o

P 139 E 31 6412 00 995 0 23 011 -010

» E

P 135 E 31 6495 00 002 0 99 31 -310 SHS MEMBERSHIP 199

P 1995 E 31 495 00 003 0 99 -310 MHS MEMBERSHIP 199 1
P 1995 E 31 495 00 004 0 99 -310 THS MEMBERSHIP 199

P 1995 E 31 495 00 005 0 99 -310 LHS MEMBERSHIP 199

P 13995 E 31 4495 00 007 O 99 -310 LRH MEMBERSHIP-LEAD COUNSELOR 199

P 1995 E 31 495 00 039 0 99 -310 CTA MEMBERSHIP 199

P 199 E 31 6495 00 041 0 99 -330 WMS MEMBERSHIP 199

< | ] v

4 4 » W 10 recofds displgyed Account: ‘ ABc

Quokker ]
w1040, I @ Internet | Protected Mode: On v ®15% - J

Click on Purchasind

Click on Requisition
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| &) hitps://skywardbis.mansfieldisd.org 444 /scripts/wsisa.dll/WService=wsFin/foreqmaind0Lw

Mansfield Independent School District

Vendors Inventary Q

<4}~ Requisitions iy

SKYWARD

Account

Home | v | i nagement

Requisitions

Batch
Mumber

Requisition | App Todays AD
MNumber Stz & | St Level

» 0000026032 WIP 0 o7
P 00 VFH L

Description

Fes for Arbitrage calculation

Mansfield Charmber Annual Awards
Dinner - January 24, 2014

Lexmark MS210dn Toner for Payral
521 RP /5201000, Black Lexmark
521 Return Frogram Toner Cartridge
Yields up to 6000 pages

purchase supplies for accounts
payable

Inv#855 - Skyward BIS Support
Decermber 2012 & Skyward BIS
Support - Mid Level Engineer
Decermber 2013

P 0000026173 WRH o

» 0000026246 WFH 008

b 0000026273 WFH 009

¥ 0000026385 WFH 00

Chelcie Howley ~ Account | Preferences | Exit l m

E - W Favorites » ﬂ MNew Window @My Print Queue
e
\S‘Td Armount | Entered | \&‘

“endor Name

FIRST SOUTHWEST ASSET MAM T 16,220.00 HOWLE ~ Add

CR PLLL | TX 3 View
Edit
Delete
Clone
Motes
Attach

Submit

[=

MANSFIELD CHAMBER OF COM! Tx

575.00

HOWLE

DREAM RAMNCH OFFICE SUPPLI. X 240,00 HOWLE

MATTHEWS OFFICE SUPPLY e 129.92 HOWLE

UMNIFIED COMMERIONS, TNC TR 8,800.00 HOWLE

Approve
Deny

Remove Approval

Add from Online
Catalog
Clane from
Furchase Order

Mass Approve
Requisitions
< m »
100 | 4 4 » W 6records displayed Requisition Number:l:l
& Internet | Protected Mode: On A r 1% -

Click Add
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[ Requisition Master Information - WRPUNMR\RE\RQ - 10740 - 05.15.06.00.05 - Google Chrome (B s

@ https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/foreqmast001.w?isPopup=true

Requisition Master Information [ I

Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Master Information f

Save and,

Requisition Setup Information Add Detail >
Requisition Group:| 748 - BUSINESS OFFICE r Save and

[} Add
Fiscal Year:| 2014 - 2815 September 1, 20814 - August 31, 2815 v _555;&"

® Account allocation by total requisition amount (YMA).
Account zllocation by each requisition detail line (YDA).
This is 2 Blanket Requisition/Purchase Order.
This requisition is used to restock a warehouse.

Back

Requisition Information

* Batch Number: [16

——Description:|purchase toner for the business office staff

* Vendor: [ppeam RENCH OFFICE SUPPLIES 11614 JIM CHRISTAL ROAD ERUM TX 76249 bl
—_ * Ship To: 15D ADMINISTRATION 605 E BROAD 5T BLDG 100 MANSFIELD TX 76063 |v

Attention: [Chelcie Howley |
* Due Date: I:l Friday
Ship Date: [08/28/2015 |4 Friday
Shipvim[ ]

Contract:| Ink/Toner Valid until 4/38/2017 v

-

Asterisk (*) denotes a required field

——Make sure you are in your requisition group and not your check request group (which starts with CR).

——Make sure you are in the correct fiscal year.

Please note: YMA is used for entering a requisition with one budget code and YDA is used when
entering a requisition with multiple budget codes.

Below are instructions for a blanket requisition/purchase order.
Enter your description.

Enter Vendor.

Enter Ship to.

Enter the contract with the drop down box. This will eliminate the process of going to the purchasing
department to copy and paste the current vendor list information. If this is not entered, then the purchase
order will be denied.

Click Save.
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5 Requisition Detail Lines/Accounting - WRPL\M - 107- 13 08-102 -
" €] https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/W5ervice=wsFin/foreqdeti01.w
Requisition Detail Lines/Accounting R
Requisition Master Information | Requistion Detail Lines/Accounting
Requisition Detail Lines/Accounting
Requisition Master Information
Batch MNurnber: 14
Requisition MNumber: 0000026706 Accounting: Account allocation by total requisition amount,
Group: (740) BUSINESS OFFICE Amount: 0,00
Fiscal Vear: 2013 -2014 Ship To: MISD ADMINSTRATION
Wendor: DREAM RANCH OFFICE SUPPLIES Blarket PO: This is not a Blanket PO
11614 JIM CHRISTAL ROAD Description: purchase toner cartridges for the business department
KRUM TX 76249
Requisition Detail Lines
* Line Number: Save <
Line Type: ® Merchandise TR
© Narrative
Catalog: | |v|
* Quantiy:
Unit of Measure: |[EACH \v‘
* Untt Cost: 120.00000
Total Amount: 360.00
* Description|Lexmark MS810dn
521H RP / 52D1H00, Black; Lexmark 521H High Yield Return Program
Toner Cartridge;| Yields up to 25000 pages
Asterisk (*) denotes a required field
L]
Done & Intemet | Protected Mode: On 5 v H15% -

=i

——Enter your merchandise that you are purchasing: Quantity, unit of measure, unit cost, and description.

Click Save.
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/@ Requisition Detail Lines/Accounting - WRAPUMMI

- 107. 13 08-102 -
" €] https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/W5ervice=wsFin/foreqdeti01.w
Requisition Detail Lines/Accounting R
Requisition Master Information | Requistion Detail Lines/Accounting
Requisition Detail Lines/Accounting
Requisition Master Information
Batch MNurnber: 14
Requisition MNumber: 0000026706 Accounting: Account allocation by total requisition amount,
Group: (740) BUSINESS OFFICE Amount: 360,00
Fiscal Vear: 2013 -2014 Ship To: MISD ADMINSTRATION
Wendor: DREAM RANCH OFFICE SUPPLIES Blarket PO: This is not a Blanket PO
11614 JIM CHRISTAL ROAD Description: purchase toner cartridges for the business department
KRUM TX 76249
Requisition Detail Lines
* Line Number: SRR
Line Type: © Merchandise (BEIEY
® Narrative
Narrative: \ |v|
Quantity: 0
Unit of Measure:
Unit Cost: 0.00000
Total Amount: 0.00
[ Description Please return PO to Chelcie Howley. Thank youl
\
Asterisk (*) denotes a required field
]
Done & Intemet | Protected Mode: On 5 v H15% - |

Click Save.

- Enter a narrative if you want the purchase order to be return to you from the purchasing department.
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ion Detail Lines/Accounting -

equisition Detall Lines/Accounting

Requisition Master Information | Requisition Detail Lines/Accounting

Requisition Detail Lines/Accounting

Requisition Master Information
Batch MNurnber: 14
Requisition MNumber: 0000026706

Group: (740) BUSINESS OFFICE

Fiscal Year: 2013 - 2014

Wendor: DREAM RANCH OFFICE SUPPLIES
11614 JIM CHRISTAL ROAD
KRUM TX 76249

Acoounting: Account allocation by total requisition amount.

Amount: 360,00
Ship To:MISD ADMINSTRATION

Blanket PO: This is not a Blanket PO

‘ Edit Waster |

Subrmit Faor
Approval

Save and
Einish Later

MNotes
Attachments

Description: purchase toner cartridges for the business department

Requisition Detail Line Items

Views: Generall~| Fiters: Skyward Default Clone|x|

Y B @ oan |

Line & | Catalog Code Description Gluantity U af M Unit Cost Total Cost ggzlm
100 Lexmark MSg810dn 3 EACH 120.00000 360.00
S21H RF / 5201H00, Black; Lexmark
521H High Yield Return Program Toner
Cartridge; Yields up to 25000 pages
110 Flease return PO to Chelde Howley o] (0.00000 0.00

Thank yout

4
3 records digplayed

»

Edit
Delete
-

Mass Add
Detail

Add
Requisition
Accounts

Linee: || 5

Done

& Internet | Protected Mode: On

Click on Add Requisition Accounts:
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1%& Account Distribution - WRPL\MR\RE\RQ - 10740 -

.00.08-10.2 - Windows Internet Explorer

‘g, https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dil/ WService=wsFin/facctmdistd0L.w

Remaove

Remove All

Account Distribution MmO S ?
Available Accounts (Accounts are displayed based on Account Clearance access) Af:;’jm
o Account Level Description Distrib
3;1 ‘if)« GEMNERAL SLUPPLIES g Back
Fnda« |T |Fc |Obj So |Org |F |Pi Funds Awailable | Selected B
Account Number Information
E $41.20 r = Code Description
E . $O'OO l_ 3 100 GEMNERAL OPERATING
E g . 11 INSTRUCTION
E 11 6399 00 002 0 21 310 $31.00 r s300 CENERAL SUPPLIES
E 11 6399 00 002 O 23 230 $1,117.27 r - CENERAL
E 11 6399 00 002 O 25 310 $35.79 r oz SUMMIT HIGH SCHOOL
E 11 6399 00 003 O 11 310 $12,454.70 [ 5 NONE/FY 2008-10
E 11 &399 00 003 O 21 310 $O'OO l_ 11 BASIC EDUCATIOMAL SERVICES
E 11 6399 00 003 0O 23 230 $1,117.27 [ 10 1GH SCHOOL PRINCIPALS
E 11 6399 00 003 0 25 310 $0.00 [N
E 11 8399 00 004 0 11 310 45,737.62 r 2013-2014 Available Funds By
E 11 6399 00 004 0 21 310 $150.00 r Individual Account E
199 E 11 6393 00 004 O 23 230 $1,117.27 r X
< n 3
4 4 F W 100 records dsplayed Account Number: $
Quiick Key:
Total Amount to Distribute: $360.00 100.00%
Total Distrbuted: ~ $0.00  0.00%
Amount Remaining: $360.00 100.00%
Selected Accounts
Account Number nt Percent

Done

4

& Internet | Protected Mode: On

Type the budget code into the box (you do not have to type it all) and then hit enter.
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1%& Account Distribution - WRPL\MR\RE\RQ - 10740 -

.00.08-10.2 - Windows Internet Explorer

‘g, https://skywardbis.mansfieldisd.org:444 /scripts/wsis

Account Distribution

Available Accounts (Accounts are displayed based on Account Clearance access) Af:;’jm
o Account Level Description Distrib
| ‘if)« GEMNERAL SLUPPLIES Back
Frd a |T |Fc |Obj So Funds Available | Selected .
= o Account Number Information
E 76162 i Code Description
E j0.00 = E| 199 GENERAL OPERATING
= 40.00 41 GENERAL ADMINISTRATION
E A 6399 GENERAL SUPPLIES
E 41 6399 00 740 0 99 $0.00 r - CENERAL
E_di G288 00 75l @ 99 4l §5.5%8. 11 / L 740 ASS0C, SUPT. FOR BUSINESS SERY
E 41 6399 00 742 0 99 416 $62.87 / [ 5 NONE/FY 2008-10
E 41 6399 00 743 0 99 130 $4J224.86/ - 5g UNDISTRIBUTED
E 41 8% 00 /44 0 99 4l $16*845'22/ r 400 ASSOCIATE SUPT OF BUSINESS
E 41 6399 00 745 0 99 433 $5,801.9I [N
E 41 6399 00 746 0 99 140 $7J265.¢5 r 2013-2014 Available Funds By
E 41 6399 00 747 0 %9 150 45,105/29 r Individual Account
199 E 41 6393 00 834 0 93 207 $13¢.75 r X
< n »
4 4 F W 100 records dsplayed count Murmber l:l $
Quickkey[ ]

Total Amount to Distribute: $360.00 100.00%
Total Distributed: $360.00 100.00%
Amount Remaining:  $0.00 0.00%
Selected Accounts
Percent

Account Number [Amount

199 E 41 6399 00 740 0 99 400 |/ 360.00 100.00

Remaove

Remove All

Done /

& Internet | Protected Mode: On

Use the mouse to place a checkmark once you have located the budget code.

Click Save Account Distrib.
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/€ Requisition Detail Lines/Accounting - WRPUWMR\REVRQ - 10740 - 05.13. .08-10.2 - Windows Internet Explorer

‘ £ https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/foreqacct002.w

Requisition Detail Lines/Accounting

Requisition Master Information | Requistion Detail Lines/Accounting
Requisition Detail Lines/Accounting
L N Submit For
Requisition Master Information Argae] <
Batch MNurnber: 14 3
ave and
Requisiton Nurnber: 0000026706 Accounting: Account allocation by total requisition amount. Edit Master Finish Later
Group: (740) BUSINESS OFFICE Amount: 360.00 Notes
Fizcal Year: 2013 - 2014 Ship To: MISD ADMINSTRATION Attachmants
Yendor: DREAM RANCH OFFICE SUPPLIES Blarket PC: This is not a Blanket PO
11614 JIM CHRISTAL ROAD Description: purchase toner cartridges for the business department
KRUM TX 76249

Requisition Accounts
Requisition Accountin H & Update

- 2 _] "J;C‘[‘ Account
Account Number & Accaunt Amount Account Percent | Over Budget Distrib
95 % 416599 00 740053 400 woos| B

Wiew
Requisition
Detail Lines
4 »
& Internet | Protected Mode: On PR |
Click Submit For Approval.

Your requisition has now been submitted and will be routed through the approval process.
Once your requisition is approved, you will receive an email.

If you requested the purchase order to be returned to you, then it will be sent to you via interoffice mail.
It will be your responsibility to get the purchase order to the vendor.

If you did not request the purchase order to be returned to you, then the purchasing department will send
the purchase order to the vendor.
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How to Enter a Blanket Requisition/Purchase Order

| Requisition Master Information - WR\PU\MR\RE\RQ - 10740 - 05.15.06.00.05 - Google Chrome =] B [
& https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService =wsFin/foreqmast001.w?isPopup=true
Requisition Master Information [ B
Requisition Master Information | Requisition Detail Lines/Accounting
Requisition Master Information
Requisition Setup Information ff;%gr:"
Requisition Group:| 742 - BUSINESS OFFICE v Save and
Fiscal Year:| 2814 - 2015 September 1, 2014 - August 31, 2815 v ‘ M'E‘;:ifd ‘
'® Account allocation by total requisition amount (YMA). [ —r—

' Account allocation by each requisition detail line (YDA).
|# This is a Blanket Requisition/Purchase Order.
This requisition is used to restock a warehouse.

Requisition Information

* Batch Number: |16

* Description:{retreat food for 9-25-15

L4

* Vendor:[sam's EasT, INC. PO BOX 530930 ATLANTA GA 30353 =]
* Ship To: [uIsp ADMINISTRATION 605 E BROAD 5T BLDG 100 MEWSFIELD TX 76063 |v|
Attention: [Chelcie Howley |

* Due Date: I:l Friday
Ship Date: [08/26/2015 |9 Friday

shipvia[ ]

Contract:| Store Discount Valid until 6/38/2820 v

Asterisk (*) denotes a required field

Follow all steps from above with this addition:

—Click the box by “This is a Blanket Requisition/Purchase Order.”

Save and Add Detail.
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Requisition Master Information | Requisition Detail Lines/Accounting

7 Requisition Detail Lines/Accounting - WRPL\MR\RE\RQ - 10740 - 05.15.06.00.05 - Google Chrome [E=EER
@ https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/foreqdetl001.w
Requisition Detail Lines/Accounting MO 5 | ?

Requisition Detail Lines/Accounting
Requisition Master Information

Batch Mumber: 16
Requisition Number: 0000065839
Group: (740) BUSINESS OFFICE
Fiscal Year: 2014 - 2015
Vendor: SAM'S EAST, INC.
PO BOX 530930
ATLANTA GA 30353
Contract: EPCNT Richardson 1362

Requisition Detail Lines

* Line Number:
Line Type: ® Merchandise

Narrative
* Quantity: 1
* Amount:
Total Amount: 100.00

Accounting: Account allocation by total requisition amount.
Amount: 0.00
Ship To: MISD ADMINISTRATION

Blanket PO: This is a Blanket PO

Description: retreat food for 9-25-15

Save
Back

* Description |retreat food for 9-25-15]

Asterisk (*) denotes a required field

Enter the amount and description.

Click Save.

The rest of the steps are the same as above on How to Enter a Requisition. Make sure you ask
for this purchase order to come back to you.

13 |Page




Unapproved Vendor Requisition Instructions
| = - oIEN

Master WRPUY 1~ 10740 - 05.15.06.00.05 - Intemet Explorer
a2 I WSerncez wifin/foregmantd0) winPopugiatiue
-G 7

| &
|12 bt bt manaticldind ong 344 et v
Master

Regusition Master Information | Requisition Detisl
|| Resquisition Master Information
Sve, aned

%! Acrount aliccation by sach requistion detail ing (YDA
LI This = 2 Manket RequsstsonyPurchase Order.
[ This requisttion &5 wsod ta festick & wansholse.

Requisition Information

* Bateh Hambes: [26
* Descripbon: [ TEST

444 5 ROVAL LANE COPRELL TX 75019
605 E BROAD 3T BLDJ 300 MANSFIELD TX 7606w

* Due Date: |08/28/2015 || | Friday
ship Date: [D8/78/7015 | Friday
Ship iz
Comtract: w

Asterish (') denoles & requined beid

®00% -

\4 If you are using an unapproved vendor, you must first talk to the purchasing department. Once
the purchasing department has approved the use of the unapproved vendor, you must enter the

Requisition as YDA and enter each line item separately on the Requisition. /

Any vendor without a Contract listed under the contract tab will be considered an unapproved

vendor.

14 |Page



2 ) DetailLines/Accounting - WFPLAMR\REVRG - 10740 - 05.15.06.00.05 - Infermet Explorer -TEN
|9mp‘_'\ it £ i il zwik

&
Detail Lines/A i

[ TR JE
Tiespssdinn Master Infonrmation | Requisition Detal Lines/Accounting
Requisition Detail Lines [ Accounting

Requisition Mastor Information
gatch Number: 28
Feguesition Number: DODDDBSESS. i oy cach
Groap: (741) PURCHASING DEPT Arcecent: 0U00
Fiscal Year: 2014 - 2015 Ship To: MANSFIELD ISD-PURCHASING DERT
Vendor: STAPLLS ADVANTAGE laskeat PO: This Is not a Blanket PO
444 5 ROVAL LANE Deseription: TEST

Requisition Detail Lines

* Line Numbses: [~ 100]

Line Type: @ Merchandise

O Narratwe

Catalog: 12345

T —
e I
Total Ameunt: 00
* Desrioton [agtro Brght Yellow Papee

1

Commotty Code: (DTN -
Commodty Code:| Rdvecsia
Tertisd Redio/News) =/ TV}
Asterish ("] denctes 3 e ;Eu e 7 FeRes i
= " [Ag Fa & Animals
Athlerd t en Bid)
1 Aate
Aunrds centives]
Baa
Coex Service]
i Cleaners
[Cleancss for Basd/Table Slotha)
Comss  (Comsmeasnacn Sevaces]
[CPR/Fican Aid Supplie/Training] b
Brus  IDrus Testinsl

— Enter item information and select the appropriate commodity code for each line item purchased
from an unapproved vendor. Call the purchasing department if you need help with the

commodity codes. If the commodity codes are not entered, then the purchase order will be
denied.

@ 3
| a8 L L g ot Il = &
Detail Lines/A i

[ TR JE
Tiespssdinn Master Infonrmation | Requisition Detal Lines/Accounting
_nmwmm:lum;mm

Requisition Master Information nu.::
Hatch Number: 28 Save and
RN Mumber: O0MI06S84S Acgounting: Accoant allocation iy sach regquisition detail line. ta bl Ll Lutor
Groug: (741)
Fiecal Year: 2014 - 2015 Ship To: MANSFIELD 150-PURCHASING DEPT
Vendor: STAPLES ADVANTAGE Dlariket PO- This i not o Blanket PO
Dresoription: TEST

Requistion Detail Line Ttems

TEHS K| = |

Aceount
A3 E &1 639 00 741 099 410 “w

Table

<
(58] 2 rconds diplayed

Once the line items and commaodity codes are selected you should see the commodity code on¢——
each line.
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Informational Items:
Purchase Order Changes: please contact Pam Fennell or Ed Harper

Closing out PO’s: When you know that you will not be using a PO any longer, please write on
your paperwork that is set to Accounts Payable to Close.

Furniture and Toners: cannot be purchased from Matthews Office Supply

Dream Ranch (Toner Vendor): for questions please contact: sheri@dreamranchtx.com

Copier Moves: Please contact the purchasing department for copier moves to another building
and that involve stairs. The campus is allowed to move copiers within their building so long as
no stairs are involved. You must make sure that there is a data drop and electricity available. If
after the move you have connection issues please contact the Technology Help Desk or Kim
Pollard.

Vendors on Campus: If you have vendors who are going to be on your campus and around
students, they must have FC Background Checks completed. If they have gone thru the process,
they should have a current Blue Badge showing that they passed the background check. (Bounce
House Vendors, Dunk Tank Vendors, etc.) Contact Purchasing if you have any questions. Any
vendor without a Blue Badge must be escorted by campus personnel while on campus.

Catering Vendors: If you have a catering vendor who is not on the approved vendor list, please
have them go to the Purchasing Web Page and register and fill out the Bid for Catering.

Fundraiser Vendors: If you have a catering vendor who is not on the approved vendor list,
please have them go to the Purchasing Web Page and register and fill out the Bid for Fundraisers.

Commaodity Codes: See list below.
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mailto:sheri@dreamranchtx.com

Commodity Code

Short Description

Accomp
Advertis
Ag Fac
Athletic
Auto
Awards
Banner
Bus
Certific
Chem
Cleaners
Clinicia
Color
Const
CPR
Drug
E-rental
Elevator
F-Trips
Fac-CS
Fac-Supp
Fence
Fine Art
Fire
Floor
Food
Fuel
Fund
Furn
Gas

GCS
Gen

GM
Grad
Grounds
Health
Health C
HVAC

IC

ID

Ins

Ins Aids

Accompanist
Advertising

Ag Facility
Athletics

Auto Repairs
Awards
Banner/Flags
Bus Repairs
Certifications
Chemicals
Cleaners
Clinicians

Color Guard Tec
Construction
CPR & First Aid
Drug Test
Equip Rental
Elevator

Field Trips
Facilities Cont
Facilities Supp
Fence/Supplies
Fine Arts Suppl
Fire Alarm
Flooring

Food & Catering
Fuel
Fundraisers
Furniture
Bottled Gas
Grounds
Generator
General Merchan
Graduation
Ground Supplies
Health & Safety
Health Care
HVAC Service
Ind Contractor
ID Machine
Insurance
Instruction Aid

Long Description
Accompanist

Advertising Radio/Newspaper/TV
Ag Facility Supplies & Animals
Athletics Not on Bid

Auto Repairs

Awards and Incentives
Banners and Flags

Bus Repairs

Certifications

Chemicals and Service
Cleaners for Band/Table Cloths
Clinicians

Color Guard Tech
Construction Services
CPR/First Aid Supplie/Training
Drug Testing

Equipment Rental

Elevator Repair/Inspection
Field Trips for Students
Facilities Contracted Service
Facilities Supplies

Fencing and Supplies

Fine Arts Supplies/Service
Fire Alarm Service/Repair
Flooring Supplies/Service
Food & Catering

Fuel - Propane/Gas/Etc.
Fundraisers
Furniture/Files/Chairs

Bottled Gases for Welding
Grounds Contracted Services
Generator Repair/Service/Purch
General Merchandise Retail
Graduation Supplies

Grounds Supplies

Health & Safety

Health Care Professional
HVAC Service & Supplies
Independent Contractors

ID Machine & Supplies
Insurance

Instructional Aids
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Commodity Code

Short Description

Inspect
InstCS
Kitchen
Library
Magazine
Maint
Master
MCS
Member
Notary
Oil

0s

P Bldg
PCS

Pest
Phone
Piano
Play
Plumbing
Police
Postage
Print
Reading
Registra
Rental
Rental-E
Rental-V
ROTC
Royaltie
Ship

Sign
Software
Speakers
Striping
T-shirt
Tech
TechCS
Temp
Tolls
Training
Trans
Trans-CS

Inspections

Inst Cont Servi
Kitchen Equipme
Library Books
Magazine Subscr
Maint Contracte
Master Class
Miscellaneous
Membership/Dues
Notary Supplies
Oil & Petroleum
Office Supplies
Portable Build
Prof Cont Servi
Pest Control
Phone

Piano Tuning
Play Ground
Plumbing Sup
Police Dept
Postage & Ship
Printing Servic
Reading Materia
Registrations
Rental

Rental Equipmen
Rental Vehicles
ROTC Uniforms
Royalties Music
Shipping

Signs

Software
Speakers/Author
Striping Parkin
T-Shirt
Technology
Tech Cont Servi
Temp Service
Toll Charges
Trainings
Transportation
Trans Cont Serv

Long Description
Inspections Auto/Bus

Inst Contracted Services
Kitchen Equipment & Supplies
Library Books

Magazine Subscriptions
Maintenance Contracted Service
Master Class

Miscellaneous Contract Service
Membership and/or Dues
Notary Supplies & Registration
Oil & Petroleum Products
Office Supplies

Portable Buildings
Professional Contract Service
Pest Control Services

Phone & WiFi

Piano Tuning

Play Ground Equipment
Plumbing Supplies

Police Dept Supplies & Service
Postage & Shipping

Printing Services

Reading Materials
Registrations and Fees

Rental of Facilities

Rental of Equipment

Rental of Vehicles

ROTC Uniforms & Supplies
Royalties Music

Shipping Servcies

Signs

Technology Software
Speakers/Authors/Presenters
Striping Parking Lots

T-Shirt Custom Printed
Technology Equipment

Tech Contracted Services
Temporary Services

Tollway Charges

Trainings and Conferences
Transportation Supplies
Transportation Contract Srvc
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Commodity Code  Short Description Long Description

Tree Tree Trim Tree Trimming Services
Trvl Travel Travel Services

TXT Textbooks Textbooks

Uniform Uniforms & Shoe Uniforms & Shoes for CNS

Vend Vending Service Vending Service

Vet Veterinarian Veterinarian Services
Vocation Vocational Educ Vocational Education Supplies
Wash Wash & Detail Wash & Detail District Vehicle
Wrecker Wrecker Service Wrecker Services

How to Enter an Inventory (Warehouse) Requisition
o u 'l

Chelle Howiey  Account | Prelerences | Ext | [ 7

| Vendorr  Puschating ‘“‘,‘::;Z‘ ;;;‘:5 m SRAA | C

© B [F W frrasctene ©tien nmdon 8By ProtQuse

[ FADived - F
j Fepors - AP T & -
St xiw | Categey Cose | Cues. Ky =
i e bty

.00

ROG, 000,00 ATHLETIC REVENLIE

00 1,00 0,00 .00 ATHLETIC ACTIVITY
0.00 0.00 060 0.00 IWON-TOOTRBALL VARSITY SEASON PA
.00 0.0 00 Ot FOOTEALL VARSITY SEASON PA
000 0.50 0.00 000 MO FOOTRALL VARSITY SEASON PA
oo 0.00 0.0 oo

2,056.00 [T

2,836.00 .00

787.00 .00

1,187.00 t.00

1,261.00 noon
[ LX) GIRLS SOFTHALL

2,175.00 0.00 SOFTEALL SUMMIT HIGH SCHOOL

L) .00 SOFTBALL-MENSFIELD HIGH SCHOOL

2 0.00 SOFTDALL-TIMBERVEEW HIGH SCHOO

3 000 SOFTRALL

1 o

2,730,00 000 SOCCER-GIRLS-SUMMIT MIGH S0H00

4,295.50 .00 SOCCER.GIRLS-MANSFIELD MIGH 50

1,490.50 000 .00 SOCCER-GIRLS-TIMBERVIEW HIGH 5

3417.50 0,00 0.00 ATHLETIC ACTIVITY

x '
Account: s@c
Quick Key:

Click on the Inventon

Click on Requisitions
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skywardbis. mansfieldisd.arg i

{?‘- Mansfield Independent School District Cluicl Howlay - Actoomt | Prgfwencen. | b | |3
WARE

Homo M':‘“;‘:“ Vandort  Pusthasing ‘:,‘;“:;:‘ ;;;‘:5 m SHAA |

< § » Requisitions w © & [ ml reecens e vandon My Pt Qusce
\sews: | Accounts v Bitgrs; [ “Sipward Devaclt ¥ o

Thre are oo reconds g dispiar; chock you

RiuiSton Nll.‘\brf:i] §a@c

2 * | 0 records displaved

Click Add

[} Inventory Requisition Master Information - WRIN\RQ\RQ - 11625 - 05.15.06.00.05 - Google Chrome =R

& https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/\WService=wsFin/fwreqmntn00L.w?isPopup=true

Inventory Requisition Master Information - I

Inventory Requisition Master Information | Inventory Requisition Detail Lines/Accounting
Inventory Requisition Master Information

Save
Back

Inventory Requisition Setup Information

Requisition Group:| 748 - BUSINESS OFFICE v |
Fiscal Year:|2915 - 2016 September 1, 2015 - August 31, 281 '|

Requisition Information

Delivery Instructions:|please deliver to Chelcie Howley. Thank you!

Requestor: HOWLECHEDDD |HOWLEY CHELCIE L
* Building: [74p ¥ BUSINESS OFFICE

—————————————— 740 [3USINESS OFFICE]
Asterisk (*) denotes a requireu e
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Change the Requisition Group to your department/campus

Make sure you are in the correct fiscal year

Make any notes regarding delivery instructions (see example print screen)

Select the correct building for delivery

Click Save

| Requisition Detail Line [tems - WRIN\RQARQ - 11625 - 05.15.06.00.05 - Google Chrome

BRI

@ https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/Wservice =wsFin/fwreqlnitm0l.w?isPopup=true

Requisition Detail Line ltems

@O D (?

Available ltems

Back

>| elect Ttems By Item Description '| Display Ttems from Warehouse:|ﬂull Available Warehouses v|
Views: | General ¥ | Filters: | Skyward Default Clone v | Y [ @
I(tieor;'e - e I(tl?arzs aligre On H?a?t; \.-’::Sg Cnrﬁg Backgg
s mmeo e oo w0 o o o
¥ 1GENOOOS BATTERY C GEN EACH 1,612 0.39001 0 UD
P 1GENOODG BATTERY AA GEN EACH 6,953 0.19998 62 0
P 1GENOOODT BATTERY AAA GEN EACH 9,492 0.20000 12 0
b 1GENOODS BATTERY 9V GEN EACH 1,372 0.75972 1] 1]
» 1GENOO10 BINDER 1"BLU GEN EACH 61 0.93610 0 0
» 1GENDD12 BINDER 1"RED GEN EACH 628  0.93666 10 0
P 1GENOO13 BINDER 2"BLK GEN EACH 24 1.72894 o 0
P 1GENOO14 BINDER 2"BLU GEN EACH 60 1.75000 0 0
P 1GENOO16 BOARD CLEAN 8.0Z GEN EACH 232 1.18940 2 0~
4 | 3
[208 v| 4 4 » W 200 records displayed ttem Description: [ |[aB@c
Selected Items
Item Description Code Class U ofM Order Gty Unit Value Extended Cost

Save ltem
Selection
Info

Remove

Remove All

Select your items either by item description or item code
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4

. /

javascriptcaptureScreen();

— —
| Requisition Detail Line [tems - WRIN\RQARQ - 11625 - 05.15.06.00.05 - Google Chrome S=HC]
@ https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService =wsFin/fwreglnitm0l.w
Requisition Detail Line Items - IR~
Available Items ‘ %i‘;:cltti‘;rl:' &
Info T
[select Items By Item Description v Display Ttems from Warehouse:| A11 Available Warehouses v \aciiy)
Views: | General ¥ | Filters:| Skyward Default Clone ¥ A i AT @
- Item Unit OF aTy Unit Oty Qty
- fenleacnis Class Measure On Hand Value| Comm BackOrd =
SENO100 STATIONARY 2 COLOR GEN EACH 13,528 0.06325 0 ojd |~
SEND118 PAPER CLIP SMALL 3,129 0.12000 |:|
GEND122 PAPER 8.5X 11(122) mm 18,121 2.45000 m
SEND123 PAPER 8.5X14(123) REAM 131 3.74607
SEND124 PAPER-BLUE GEN REAM 265 3.63745 20
SEND126 PAPER- CANARY GEN REAM 303 3.60717 0
SEND128 PAPER-CHERRY GEN REAM 452 3.53179 0
3ENO130 PAPER-GOLDENROD GEN REAM 211 3.51399
SEND133 PAPER-GREEN GEN REAM 470 3.64225 0
SEND136 PAPER-RED GEN REAM 412 5.97796 0 =
4 / [ »
I 4 » P 141 records displayed Item Descnpt7/| |[aBc]
Selected Items
Item Description Code Class U ofM Order Gty Unit Yalue Extended Cost
PAPER 8.5% 11(122) 1GEN0122 |GEN |REm | |10 I / 2.4soon| 21.';o| “| [ Remove |
| Remove All |

7 7

Click in the box next to the jtém you wish to order /

Enter order quantity

Click Save Item Selection Info
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|} Inventory Requisition Detail Lines/Accounting - WRIN\RQ\RQ - 11625 - 05.15.06.00.05 - Google Chrome

)

{@ https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService =wsFin/fwregmntn002.w

Requestor: CHELCIE L HOWLEY
Building: BUSINESS OFFICE
Delivery Instructions: Please deliver to Chelcie Howley. Thank you!

Inventory Requisition Detail Lines/Accounting O A
Inventory Requisition Master Information | Inventory Requisition Detail Lines/Accounting - . -
Inventory Requisition Detail Lines/Accounting
Inventory Requisition Master Information 5::;:&'? |
Requisition Number: 0000019921 | Edit Master | | Fﬁ::r?l?arfar
Group: (740) BUSINESS OFFICE [ MNotes | e
Fiscal Year: 2015 - 2016 | Attachments |

Inventory Requisition Detail Lines

Views: | General ¥ | Filters:| *Skyward Default ¥ |

ltem Code & | Description Requested | Delivered | Backordered |

pd |

1GENO122  [PAPER8.5X11122) oo o R

1
|20 ¥ | 1 records displayed / Ttem Code: |

YW & (v

Canceled
Add
Requisition
Accounting

| 28¢

Click Add Requisition Accounting

23| Page



| Account Distribution - WRIN\RQ\RQ - 11625 - 05.15.06.00.05 - Google Chrome

e

B http

//skywardbis.mansfieldisd.org:444,

cripts/wsisa.dll/WService=wsFin/facctmdist001.w?isPopup=true

Account Distribution

Available Accounts (Accounts are displayed based on Account Clearance access)

Account Level Description

@ T G5 ?

Remove

B &
Fnda |T |Fc |Obj S0 |Org |F |Pi |Loc Funds Available|  Selected
- Account Number Information
181 A 00 1410 00 981 0 00 000 $0.00 *  |code Description
181 A 00 6141 00 00D O 0O 000 $0.00 181 ATHLETIC FUND
181 A 00 6143 00 000 O 00 000 $0.00 0 OTHER
181 A 00 6144 00 000 O 0O 000 $0.00 1104 PAYROLL CASH
181 L 00 2110 00 000 O 00 000 $0.00 (s} GEMERAL
181 L 00 2110 00 002 O 00 000 $0.00 ooo NO CAMPUS
181 L 00 2110 00 981 0 00 000 $0.00 o NOME/FY 2009-10
181 L 00 2110 01 000 O 00 000 $0.00 000 General
181 L 00 2110 99 000 O 00 000 $0.00
181 L 00 2112 0D 000 0 00 000 $0.00 U720 RalAvailablelhundsihy
181 L 00 2152 00 000 O 00 000 $0.00
181 L 00 2153 00 000 O 00 000 $0.00
181 L 00 2153 15 000 0O 00 000 $0.00
1R1 I 00 7155 00 000 0 A0 0nn ¢-7 152 R1 v
»
M4 4 » M 100 records displayed Account Number: | A | [
Quick Key:
Totzl Amount to Distribute: $24.50 100.00%
Total Distributed:  0.00  0.00%
Amount Remaining: 24.50100.00%
Selected Accounts
Account Number Amount Percent

Remove All

Save
Account
Distrib

Back

Enter your department/campus general supplies budget cL)de

Click Save Account Distrib
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|} Requisition Detail Lines/Accounting - WRINWRQ\RQ - 11625 - 05.15.06.00.05 - Google Chrome = [ e

{@ https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService =wsFin/fwreqmntn003.w

Requisition Detail Lines/Accounting [ B B

Inventory Requisition Master Information | Inventory Requisition Detail Lines/Accounting
Requisition Detail Lines/Accounting

Inventory Requisition Master Information , 5:5;2;?
Requisition Number: 0000019921 Save and
Group: (740) BUSINESS OFFICE Einish Later
Fiscal Year: 2015 - 2016 Back
Regquestor: CHELCIE L HOWLEY
Building: BUSINESS OFFICE
Delivery Instructions: Please deliver to Chelcie Howley. Thank you!
| Requisition Accounts
Views: [ General ¥ | Filters:| *Skyward Default ¥ TV Update
= & ot M ‘—? "'I:!% Ac_col._lnt
Account Number a Amount Bkrcentage | Over Budget D.'St”b
199 E 11639900 112 0 11 370 2450 w000 | B
Miew
Requisition
Deetail Lines

29 ¥ | 1 records displayed

Click Submit for Approval

How to Enter a Check Request
(ONLY FOR TRAVEL)

1. Click PURCHASING TAB

2. Click REQUISITIONS

3. Click ADD

4. Select your appropriate CR PO GROUP...Group number will be a 400 series for
campuses and a 500 series for department

5. Edit your BATCH NUMBER to include CR in front of the defaulted number

6. Complete requisition entry

7. Print out a copy of the requisition (once it is approved) and send it to A/P along with any
back-up. For example, the travel reimbursement form, receipts, etc.
8. REMINDER: If the check number starts with 121, then is was sent ACH.
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Receiving on a Purchase Order

To receive you can either “Receive All” or receive individual quantities. If you click to
“Receive All,” then please make sure you have everything and that nothing in your order is

damaged.
1. Click on PURCHASING TAB
2. Click on Receiving

3. Click AD\ \

[} Chart of Accounts - wianqm‘p\\isz 05XS.6.00.05 - Google Chrame mmm—m—" S S | S Do, S S
B https.ffskywardb\s.mansﬁeldl%org.él\wscnptsfwswsa.dll;’WService=\'\rsFim’facctbrwsOOl.w
/(_f_ Mansfield IndependenNschyol District Chelcie Howley _ Account | Preferences | Extt | |7
SKYWARD
Account . Accounts | Fixed
Home v Vendors [V EE ] Payable = Assets Inventory SBAA |Q
- Q ueue
. ~ Purchasing - PU Setup rchase Order Receiving - PR ~F ing OrderF ing -...
Purchasing Activity - VA L Rece\(jng - RC L] Email Purchase Orders - EP L
View My Purchase Orders - VO L Reports\ RE L] eCommerce Ordering - EC Ln|
Reports - RP Lm| -
A )
~My Requisition Processing - MR |
n Requisitions - RQ w B
¥ My Requisitions - MY Lm|
¥ My Requisition Approval History - MR Ln|
" | Approve Requisitions - AR L
M | User Preferences - UP Ll
L
b 181 R @@ 5752 @1 930 @ 00 20 0.00 0.00 0.00 0.00 0.00 0.00
b 181 R @@ 5752 44 @02 @ @0 080 0.00 3,056.00 0.00 -3,056.00 0.00 0.00
b 181 R @@ 5752 44 903 @ @0 Q00 0.00 2,836.00 0.00 -2,836.00 0.00 0.00
P 181 R @@ 5752 44 004 @ @9 209 0.00 787.00 0.00 0.00 0.00
b 181 R @@ 5752 44 085 @ 0@ 209 0.00 1,187.00 0.00 0.00 0.00
b 181 R 0@ 5752 44 087 @ @0 009 0.00 1,261.00 0.00 0.00 0.00
P 181 R @@ 5752 47 B0@ © 60 209 0.00 0.00 0.00 0.00 0.00
b 181 R @@ 5752 47 002 @ @0 000 0.00 2,175.00 0.00 -2,175.00 0.00 0.00
b 181 R @@ 5752 47 @23 @ @2 20 0.00 3,216.00 0.00 -3,216.00 0.00 0.00
b 181 R @@ 5752 47 @04 @ @0 00 0.00 2,367.00 0.00 -2,367.00 0.00 0.00
aocas s . A mrnan oo A nrn e . ey
[s8 v|M4 4 » W 50 records displayed Account:| \ |(aBc)
Quick Key: E
— - —— = =\ —
I i N\
[ Receiving - WRPU\PRIRC - 10745 - 05.150600.05 - Google Chrome. i e e ] o
@ https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/fporeqbrs001.w
Mansfield Independent School District Sizardl el gy L B ||
SKYWARD
Account Accounts | Fixed
Home w i Vendors Payable | Assets Inventory = SBAA | Q
‘ H . Receiving ﬁ @ @ - ﬁFa\'urrtesv q’_‘|NewW|nde IEIMy Print Queue
Views:lBy Purchase Order Number Yl Fi\tem:l*ikywar‘d Default v hid m @ @L L Add
Vi
PO Number + Date Time atch =) BP | Catalog Description Unit Desc ¢|

Mumber | Status

B86/83/2013 E Machines to be moved on 4/12 and — (Dekte )
moved back on 4/13; Marimon
technician to be in district to attend to |
maintenance issues Lake Ridge HS- 4 |
machines Legacy HS- 4 machines =
Mansﬁdd HS-4 machlnaSummlt HS-4
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4. Enter your PURCHASE ORDER NUMBER

) PO Line lterns - WRPUVPRIRC - 10746 - 05.1506.0005 - Google Chiome L S Ao i s i e
& https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService =wsFin/fporegmnt001.w?isPopup=true

PO Line Items i
Enter PO Number: | Search by PO || Searchby Vendor |
Views:| General ¥ | Filters: | *Skyward Default v | | Back

There are no records to display; check your filter settings.

4

(20 v | 0 records displayed

Click Enter

Enter the Amount Received — this will either be an amount or a quantity
Enter any comments (such as the invoice number)

8. Click SA

[ PO Line ltems - WRPU\PRVRC - 10746 - 05.15.06.00.05 =6
@ https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WSeTvwsa=wysFin/fporegmnt001.w?isPopup=true

No o

PO Line Items [ B B
Enter PO Number: 7401500120 | Search by PO ||  Searchby Vendor |
Views:!ﬁener‘al v| Filtens-.! *Skyward Default v | Save
Line Number a | Catalog | Description UofM | OtyOrdered| PrevReceived| Oty Received| Gty Remaining | Comm| |
I - -— || Receive All |
> ot e ioNnor o9 sme-cl | 2| 2| | —
Reset Al
T 0 i — ol P |
| Receved to
| Zero |
| Show ltems |
with Oty
| Remaining |
MNotes
Aftach |
|
_Qlose

9. Send any invoices to accounts payable
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Purchase Order Receiving Reports

rwFiny o e

manifidnd sy 444

Mansfield Independent School District

Actount
Home |~ I wmmm kwertory O

Chwicie Howley  Account | Preferences | Ext | (7

Sep = Purchase Order Receiving - PR
L o] wq Feacatying - R L #]
) Lnl Lo Repoits Lo
¥ { sation Approval History - MR L#]
A b
»
P 461 O 00 3440 00 000 © 0D 000 451
B 461 O 0D 3600 00 00O O OO 000 UNRESERVED, LMNDESIGNATED FLKD 461
B 461 ¢ 0D 3601 00 00O O 0O 000 41
b 461 0 OO €02 00 0D @ OO 00O 51
P 461 o 00 3700 00 OO0 O OO 000 BUOGETARY FLND BA ANCE 51
B 41 Q00 4310 G0 000 @ 0O 000 RESERVE FOR ENCLIVBRANCE €61
B 461 R 0D 5749 00 00O O 0O 000 GOVERNMENT ACTIVITY 461
P 461 R 0D 5755 00 00O @ OO 000 GONERNVENT ACTIVITY FLAD 1
P 46l R 0D 5755 00 OO 0 0D 000 STUDENT ACTIVITY 1
« '
i Aocount: Aflc
Cuack Koy
- T o @ et | Proticted Mode:On v minn v

Click on Purchasing

Click on Reports under Purchase Order Receiving

b st aniebdad. g 424

,f- Mansfield Independent School District
SETWARD

Home mf;mm Verdors [N iwertory O

4E ) Reports w

=5 Reports - RP
11 PO Ttems Recened - P1

Chelcs Howley  Account | Frefwesnces | Ext | |7

@ W 5 Fartenw T bew Wincow ESRMy Pt otus

@ Inlermet | Protested Mode: On fav w1y v

Click on PO Items Received
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_ —
& PO ltems Received Report - WRPU\PRAREPI - 25132 - 05.13.10.00.08-10.2 - Windows Internet Explarer o0 e S

€] https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/qrprtbrws001.w?BrwsTitle=PO Itemns Received Report8RptProg=fin/3porec02. p&MaintProg 4

PO Items Received Report ‘- O & (2 ‘

i Display My Templates [v Display Shared Templates [v Display Skyward Templates

PO Ttems Received Report Templates E-_j & Brint

I Template Type & Description Created By Add
ict i I

3) District Open PO & Not Received HCWLEY, CHELCIE L. Clane
3 District Open PO Balance & Mot Received DEWITT, KAREM A,

3) District PO Iterns Mot Received MCMILLAN, SHERNITA 4. e
37 District PO Items Rec'd Induding PMT HCOWLEY, CHELCIE L.

3) District PO Items Received w Payments DEWITT, KAREN A, S_rzhsidsug)d
37 District POs-TtemstotReceived PATTERSCN, TERETHA A,

Monitaring
Tasks (0}

Back

< »
7 records displayed

Done 0 Internet | Protected Mode: On fy v H1B% - 4

Click Add
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,(_: Pg[tems Rar @..Mul."‘{_\l‘i:‘h\ﬂ‘.. 105.13.10.00.08-10.2 - Windaws Internet Explorer -

2] https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/fporqeditdil.wisPopup=true ] g
PO ltems Received Range Screen WMo S 2
Template Settings Save
* Template Deseription: | | 53;9_ i"d
i
[ Share this terplate with other users in the district
[ Print Greenbar Hack
P.0. ltems Received Parameters
Report Type Vendors
- . i . 0
Al Iterns Received Items NOT Received ® Al Wendors lem High
" Wendor Key Range T77777TIITT
Sort " Selected Vendors
Sort 1| Vendor lT
Sert 2:|Date Receiwved [=]
fole Purches= ocde- ,T No Individual Vendors selected
Sort 4: Due Date
Ranges
Low - High -
Date Received: [0tjor/1so0  |[i)] (12312999 |
DueDate: [for/iso0 |y [12/31/2909 |y
PO Murmber: | o | 5999999999
Invoiced ltems
® Al C Invoiced O Not Invoiced
I™ Print Check Murrber and Date Paid
r Page Break by Purchase Order
[ print Motes,
I~ Print Receiving Comments.
Asterisk (*) denotes a required field
Done € Intemet | Protected Mode: On v 1K -

Type in a Template Description

You can choose if you want to share your template with other users in the district
You can choose is you want greenbar as well

Under Report Type, choose if you want items received, items not received, or both.

Under Ranges, type your PO numbers low and high — the first three digits are your organization number
and the next two is the year

At the bottom left, choose if you want your report to page break by purchase order, print notes, or print
receiving comments.
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org:444/scrip .dll/WService=wsFin/fporgeditd0L wlisPopup=true e
PO Items Received Range Screen MR~ REAE
i
Template Settings Save
* Termplate Description: 53;9_ a{"”
¥ Share this te mplate with other Lsers in the district L
I Print Greerbar Bk |
P.0. ltems Received Parameters
Report Type Vendors
® (o C
® Al Iterms Received Items NOT Received @ Al Vendors Low High
" Vendor Key Range TFTIIIIITIE
Sort " Selected Vendors
Sort 1:‘Vendnr ,T|
Sort 2: ‘ Date Received ,Tl Select Yendors
Sort 3; [Purchase ordes [x] No Individual vendors selected
Sort 4; Due Date =
Ranges
Low High
Date Received: [01/01/1900 |4  [12/31/2999
Due Date: [01/01/1900 |5  [12/31/2099
PO Mumber: | 7401400000 | 7401499995
Invoiced ltems
® Al O lnveiced  © Mot Invoiced
[¥ Print Check Nurrber and Date Paid
r Page Break by Purchase Order
I Print Notes.
¥ Print Receiving Comments.
Asterisk (*) denntes a reauired field i
Dene & Intemet | Protected Mede: On A ov WmIX% - )

Above is a print screen of Chelcie Howley’s report that is set to show all purchase orders whether
received or not received that has payment
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| 2] hitps:/jskywarch

org:444/scrip

. dll/WService=wsFin/fporqeditddl wisPopup=true

PO Items Received Range Screen

Template Settings

* Termplate Description:

¥ Share this te mplate with other Lsers in the district

I Print Greerbar

P.0. ltems Received Parameters

Report Type
C oAl

C Iterns Received  ® Ttems NOT Received

Sort

Sort 1:‘Vendnr

iz

Sort 2:| Purchase Order

[ix]

Sort 31 Due Date

Ranges

Low

Date Received:  |01/01/1900

High
12/31/2939

Due Date: [09/01/2012

[

12m1/299 |

PQ Murmber: | 7401400000

7401459999

Invoiced ltems

@ al O odnveiced Nt Invoiced
I Print Check Mumber and Date Paid

Vendors
@ Al Vendors Low
" Vendor Key Range

" Selected Vendors

Select Yendors

No Individual Vendors selected

High
ZETTITIFIIY

r Page Break by Purchase Order
I™ Print Motes,

™ Print Receiving Comments.

Asterisk (*) denotes a required field

Done

& Intemet | Protected Mode: On

a v W1BH -

on

=

Above is a print screen of Chelcie Howley’s report showing purchase orders that have not been received
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Accounts Payable

How to pay an invoice from a blanket PO
Purchasing

Receiving

Add

Enter PO#

Enter Dollar Amount

oA wWN PR

How to lookup PO/Invoices that have been paid
Click Vendor Tab

Click Vendor Profile/

. Send the receipt/invoice to accounts payable with PO# clearly written

,

/6 Vendor Browse - WFWEWE - 10022 - 051306.00.06-102 - Windows Internet Explorer

£] hitps://skywardbis mansfieldisd.org:444/scripts/wsisz dll/ WService=wsFin/frndrmain00Lw 3

Mansfield Independent School District sy el ety e Tl
SKYWARD
Account
Home |+ 2 qament Purchasing = Inventory Q.
Q
|~ Vendors - VE Setup

Lz Y Vendor Profile - VP LA

3 Vendor Browse - VB L)

» 105 TENNIS SUPPLY Io-5 TEWODO B ¥ ¥ 1 634956 "Remi To"

» 215T CENTURY LEADERSHIP PR 21T CEWOOO B ¥ ¥ 1 Elit Al

» 28 FREEDOM COMPANY,LLC, ZA FREEDOOO B Y ¥ 1 384667 “endor Fields

¥ 2L CONSTRUCTION 2L comsTOOO B Y Y 1 233241

¥ SE0TRAINING COM 3EOTRATNOOO B ¥ ¥ 1 —

* s

» 30 SYSTEMS, INC 3D SYETEOOL B Y

¥ 3P LEARNING 3P OLEARNOOD B Y Y 1 53683 ditacments,

¥ AIMPRINT, INC AIMFRINTOO0 B Y ¥ 1 Reqs, POs

b AINKIETS AINKIETSON0 B Y Y 1 i0u2iChise

¥ 9 SQUARE IN THE ATR, LLC S SQUAFEODD B Y Y 1 683792 Frint Label

¥ 9TH PLANET, LLC STH PLANODO B Y Y 1 930555

¥ & BARGAS & ASSOCIATES, LLC A BARGASODOO B Y Y 1

¥ & BETTER CHOICE USA TURF ABETTERDO0 B Y Y 1

b A SUPPLY COMPANY AcswRIO0 B Y Y 1

» A HOME ELEVATOR, IMC AEMEE0O0 B Y v 1

» A PHOTO IDENTIFICATIC aPEOTO OO0 B Y v 1

» A PHOTO IDENTIFICATICN APHOTO OOl B Y Y 1

» A SIGN OF QUALITY LLC asIoNooOD B Y Y 1 826789

» A STEP IN TIME ASTEPINOD B Y Y 1 il

< i »

20 [=] M4 4 ¥ W 20 records cisplaved Lasthame: ||aB@c
Dene @ Internet | Protected Mode: On 4~ ®10% -

Type the Vendor in the box.
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Listed on the left side: Click on AP Invoices — can sort by Inv. # or PO # under Views. (Also
clicking on the arrow next to Inv. # or PO # under Views will sort by numbers low to high or high

to low)

L]
Calesins ¥I0

R b et

T @ Bt | Prebarted Mok 0 R

Clicking on the Arrow next to the PO # will give you payment info (check number, check date,

etc.) by expanding all

Vendor Browse

:E}g

Edt | [?

ueue

S

M| javascriptappNav{ fendrmain00Lw," "10022' VendorMstr'");

| [ P 0871500264 88/0@5/2015 519499-0 Office Supplies 33.80 33.80
J|| Fiscal YTD » 0871500264 ©7/31/2015  519242-0 Office Supplies 15.37 15.37
| Calendar YTD »  OB71500264  ©7/28/2015  518981-0 Office Supplies 34.66 34.66
| Related Vendors P 9871500236 87/15/2815 518390-0 Office Binders/Divider 95.86 95.86
|| * Notes b 9B71500224  @7/13/2015 518229-0 Office Folders 225.64 225.64
* Attachments b 9871500204 86/22/2015 517308-0 Laminating Film 1,205.56 1,305.56
i P 0871500203 87/15/20815 518391-0 Office Supplies 19.92 19.92
SBAA Usage )
b 0871500203 @5/29/2815 517658-0 Office Supplies 787.17 787.17
|| Catalog » 0871500203  ©6/23/2015  517309-1 office Supplies 55.99 55.99
Contracts P 9871500203 86/22/2015 517309-0 Office Supplies 134.66 134.66
Change History < | |
H4 4 » W 20 records displayed PO Number: |

[ AP Invoicas - WF\VE\TB\AF— &9 = US.lS.UB.[IJ’.US:mgIE Chrome - b :-— e ——— - D
- — - o
@ https://skywa rdbis.manﬁﬂeldisd.org:ll—‘kljscripts/wsisa‘d\VWService=wst'n/fvndr‘tabsDOl.w
Mansfield Ijdependent School District Cheicie Howley _ Account | Preferences
SKYWARD
Account = Accounts  Fixed
Home Management Purchasing Payable = Assets Inventory SBAA |Q
Ql i
¢ =Vendors - VE Setup
| Vendor Profile - VP 1
Vendor Browse - VB Lol
Duplicate Records - DV L)
il Report Card - RC Ll
P Custom Forms - CF L)
Reports - RE L)
\| P
1099 PO MNumber w | Invoice Date | Invoice Number Description Amount Net Amount|  Due

E » 9900305396 4584770 gel pen refill 21.30 21.30 -

28/11
08/11
e7/3¢
a7/1€
a7/14
@5/23
07/1¢
07/02
06/2¢
e6/23

3
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W — — T — — — — » F —
[ Vendor Browse - WRVEWVE - 10022 - 05.15.06.00.05 - Goagle Chrome W —————— =
& https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService =wsFin/fundrmain00L.w
Mansfield Independent School District Sy R Gt TR
SKYWARD
Home M;i;%l:nn;m Purchasing ’?,C:Yo;tm: g:gg Inventory | SBAA O
‘ H |~ Vendor Browse ﬁ Q@ @ [ {:’Favnrrtesv ] New Window lﬁ My Print Queue
Views: | Name Only v | Filters: [ALL vendors Clene (2) v v [ @, [ zodvendor |
| e ST B et Y 2 22 27 B ¥ vewso] || ol |
> woro Guomes mowes,uc 1 jiweoee 18 v vl L R
||| ¥ 10'S TENNIS SUPPLY 10S TENGGE B Y Y |1 634956 ||‘aRerl It
||| » 1105 MEDIA, INC. 1165 MEDOEE B Y Y 1 11879 | e |
(| P 1ST CHOICE RESTAURANT EQUIPMENT & SUPPLY, 1ST cHoTeee (B |y |y |1 817322 T
» 2 SILVER SPOONS 2 SILVERBG® B Y Y |1 181132
| » 2 sisTERS THE EDUCATIONAL DESIG |2 SISTER@®® B |Y |y |1 454766 -
|| » 2080 MEDIA, INC DBA PLAYON! SPORTS 2088 MEDBG® B Y ¥ |1 224116 [ *Attachments |
; P 21ST CENTURY LEADERSHIP PRINCIPAL PREPARA 215T CEN@e® B Y |r IF::us:? Eca
(| » 22 FREEDOM COMPANY,LLC. 25 FREEDBO® (B Y |y |1 384667 —
P 2L CONSTRUCTION 2L cousTees B Yoy G sBiELatcle)
Il » 360 PHOTO INC. 360 PHOTRG® B Y ¥ |1 544277
| » 360TRAINING.COM 360TRAINGRS B Y oy
| » 3pED 3DIMENSION ED 3D-ED @@8 B v [v [1 986262
\| P 3P LEARNING 3P LEARN2@® B |Y |Y 1 653683
|| » 4FRONT ENGINEERED SOLUTIONS, INC. 4FRONT EG@E B Y Y 1 521129
(| P 4IMPRINT INC AIMPRINTREE B Y Y |1
(| » 4INKIETS.COM AINKIETSE@E B Y oy
[| » 7M HOSPITALITY INC LA QUINTA INNBS | 7M HOSPISEE B y |1 520441
: » 806 TECHNOLOGIES, INC. 806 TECHee® B Y Y |1 848354
|| » 9 SQUARE IN THE ARR, LLC 9 SQUAREBE® | B Y |y 683792 _
M|« | 4
! 4 4 » MW 20 records displayed Last Name: IAE_Cl
i
Z #

Type in the vendor name or part of it in the last name box
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—— — — ———
[ Vendor Browse - WRWEWE - 10022 - 05.15.06.00.05 - Google Chrome 0 e i) ]
@ https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/fvndrmain001.w
Mansfield Independent School District e e D A A AR
SKYWARD
Account s Accounts | Fixed
Home Management Purchasing Payable = Assets Inventory SBAA Q
<4l Vendor Browse i © v [ B Tyravores {]New Window S My Print Queue
Views: | Hame only v | Filters; | A11 Vendors Clone (2) v v [ &, |(__nddvendor ]
Last Name / Individual First Name / Individuals v [0 [R [0 [o=]0 [R u [m o Mtach
M | 15t Name / Business o 2nd Name / Business | 112 KeY FE |F |t |#¢ [R [1 |1 Rl ieodogi) ‘ ‘Order From' ‘
|
» MATTA ERICKA MATTAERIG®E I Y |y |1 424486~ ‘ Change ‘
i|| » MATTHEW JOHN BAIER MATTHEW @28 B Y Y |1 538047 __ RemitTo”
Edit All
|| » maTTHEWS LINDSAY C mATTHLING@® I Y |¥Y |1 Y ‘ e EAL AR ‘
'| » MATTHEWS OFFICE DO NOT USE MATTHEWS@@1 B NoY e
Ews o sueor TR A
! » maTTHIESEN PRESTON MATTHPREBB® T Yool [
|| » maTTLAGE RANDALL MATTLRANGE® I Y Y 1 444366 \iilachoeoiiy
||| ¥ maTTOX MICHELLE mATTOMTCR®8 I Y |Y 1 744818 IRwsuPhoks
nvs; Chks
|| » MAUPIN HOUSE PUBLISHING, INC MAUPTN HEG® B Y Y 1
» MAVERICK JACKETS MAVERICKG®® B Y Y 1 Print Labe! |
N » maxer ELLEN MAXEVELLG®® I Y |Y 1
1| » maaas e MAXI AIDGG® B Y |Y 1
s MAXIE TRACY MAXTETRAG@ I Y Y 1 781235
i|| P MAXIM HEALTHCARE SERVICES, INC MAXIM HEG@® B Y o1 ¥
|| MAXIM HEALTHCARE SERVICES, INC MAXIM HEG@1 B
| » maavELL GREG MAXWEGREG®O [ 551556
|| » MaXWELL TERRILL ANTHONY ~ MAXWETER@@® T
» MAXWELL TRACEY MAXWETREG@® T 393457
il
|| ¥ maxwe VIOLET D MAXWEVIOP8S T Y
i » mar BARBARA MAY BARBG® T ¥ .
LIRN »
Il 4 4 » W 20 records displayed Last Name: |(aBc]
i
v a J

Click on Regs, POs, Invs, Chks

] Regs; POs; Invs; Chks for MA'ITHEWSO(I) WRVEWB - 10022 - 05.15.06.00.05 - GoogIeChrome — T
@ https: //skywardbls mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/fvndrmain008. w’lsPopup true
Regs; POs; Invs; Chks for MATTHEWS000 @ T
Reqgs; POs; Invs; Chks for MATTHEWS OFFICE SUPPLY (MATTHEWS000) (All Years) 93 &
Date ;i:::‘A Rel: Ref Number | S 'I‘E C Eank Statament Amuur\t £ Description
—m-mm@-—
b @1/15/2015 329194 R B GENO 81/31/2815 20,226.02
¥ e1/22/2015 K 8904 R B |NATR 1/31/2015 203.17
il » e1s/22/2e15 K 329462 R B |GENO @1/31/2015 5,285.47
I » @1/29/2015 CK 46343 R B CHDM | @2/28/20815 150.35
[l » e1/29/2015 K 329775 R B |GENO 2/28/2015 2,809.88
Il » e2/es/2015 K 8912 R B |NATR @2/28/2015 142.46
i b ©82/85/2015 CK 330134 R B GENO  @2/28/2815 7,110.96
ll » 027122015 K 8922 R B |NATR 83/31/2015 19.98
I b 02/12/2015 K 46378 R B |CHDN 2/28/2015 1,232.73
i b @2/12/2015 K 330453 R B GENO  @2/28/2815 4,399.18
i P 92/19/2015 CK 330765 R B GENO @2/28/2815 12,148.51
i b 982/26/2015 K 330904 R B GENO 83/31/2815 779.34
Il » a3/8/2015 K 331215 R B |GENO ®3/31/2015 6,860.30
i P @3/19/2015 CK 46421 R B CHDM ~ @3/31/2815 420.83
i » @83/19/2015 CK 331523 R B GENO 83/31/2815 4,392.21
s 83/26/2815 K 331870 R B |GENO ®84/38/2015 11,592.87
i P 24/92/2015 CK 332223 R B GENO  @4,/3@/2815 325.49
i b @4/02/2015 CK 332222 R B GENO ~ 84/3@/2815 4,789.82
» 84/89/2015 K 332524 R B GENO ®4/38/2015 11,115.12
b B4/16/2015 K 8951 R B |NATR @4/38/2015 84.12
| b 84/16/2015 CK 332866 R B GENO  84/38/2815 20,019.36
:‘ G4 /73R8 (a8 [O55 R R MNATRI A5 /3172415 | 10/ 77 R
I W (2006 v | M4 4 B M 2000 records displayed Date: | |
| POfInvoice/Check/Req Number:l—
|

Type in your PO number
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View My Purchase Orders
1. Click on the Purchasing Tab
2. Click View my Purchase Orders

g lequisitions - UNMRA\REVRQ - 10740 - EB.OS.DO.BG—IQ.Z - Windows Internet

Aplorer

& https://skywardbis.mansfieldisd.org:444/scriptsfwsisa.dil WService=wsFin/foprmain001.w

/f’i Mansfield Independent School District Slard ey Ry edeere e TR |
SKYWARD
Account
Home e Yendors oy | Q
Q
R{ v Purchasing - PU ~ My Requisition Processing - MR + Purchase Order Receiving - PR
iew Purchasing Activity - WA Z Ln| Requisitions - RQ wi Receiving - RC L]
i My Purchase Orders - %0 Ly My Requisitions - MY 1 Repotts - RE LE|
Reports - RP 4 My Requisition Approval History - MR Ln|
User Preferences - UP T
Engineer & Mid Level Engineer | B
MY #6597 [ Delete
Clone
hotes
Attach
Submit
Addd frotm Online
| Catalog
Clone from
| Purchase Order
< ! 3
| 100 Ej M 4 b W 2 records displayed Requisition Numher:l:l
javascriptappNav( foreqmain002.w',", 7794", 'ViewMyPurchaseOrders',"); 0 Internet | Protected Mode: On V’h v EHI00% -

3. Click on arrow (on left hand side) of the PO you need information on
4. The Approvals, Receiving Records, PO Invoices, and PO Balance will be
displayed
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Budget
Budget Transfer/Budget Amendment

B hrtpe/sekywardbis mansfieldisd org

scripts/wsi

Mansfield Independent School District

o

Home vm Wandars  Purchasing m :.I:::" Inwontory | SEAA O

4.l 3
Account Management - AM shp o Account Manag Report. L puts - GI
- Budgetary Data Miring - DM 1 | = Journal Entry - JE st
[ - Account Master-CA Sty : "~ Submit Joumal Erary - 54 L]
M | Account Profile - AP o - Budget Managemant - EM ey Joumnal Entry - JE Lo .00
of | Chan of Accounts - ca € | | Budget Entry - BE ©] | = Cosh Receipts - CA po
o | DBalance Sheet Accounis - DS Qil: Requisitions . RE | Cash Receipss - CA o p.on
: Bodawt Approval - BA o Accounting Updats - Cash Rscelpts - AU € | E;:
| " Revisions . BR Update History - Cash Receipts - UH T :uiuu
o Budget Ruvisiors - B ) T : B p.on
Project/Grant Management - PG {
» = Transfers - TR Z S — - .00
L i o Ruports - RE 3 bisi
W 7\[ 1,00

Click on Account Management

Click on Submit Transfers

HCWLEY CHELCIE L
HOWLEY CHELCEE
HOWLEY CHELCIE |
HOWLEY OHELCIE L
HOWLEY OHELCE L
HOWLEY CHELCER
HOWLEY (HELCIE L
HOWLEY CHELCIE L
HOWLEY OHELCIE L
HOWLEY OHELCIE L

hccourt | Prelerences | Ext | |7

Cheicie Howley
Eo BTl R

Fucavon | smabony
2015 - 2016 000013929
2015 - 2016 00013924
2015 < 206 DO001 3839
2014 - 2018 o001 3838
2015 - 2015 000013802
2015 - 2016 000013774
3014 - 2005 GODOLITES
Do001 3609

0000135498

2014 - 2015 000013474
2014 - 2015 000013426

v i @) @ Rewn
fat
'.]
I
II' Modes.
=
i
J Data
Betention on
-

Accounts  Flxed
Payable | Asssts Inwonfory | SRAR O

< Submit Transfers %

et | Senaral v | Bltgrs: [ a11 Clone v

CresteOme» |5 [T  Daach Descripion Dett Amount| Caedt Amount Mt Amoust
» H o [E 1500071 | move fusds t cover TASER courses for Jesaca Spaulding and Elizabeth Vates 2
FoGresals M E 1500088  mave funds for Mapho Trust USA (fegempnnting for police) 1LA16.00 L&
bode/2015 M E 1500027  move fumds to comect msurmee budget 5.922.00 592300 0.00
b oseza1s M E 1403521 move funds to cover attomey fee 600,00 60000 .00
» H 1500016 move funds to comect insurance budget .00 o0
> H E 1500006  move funds to cover UL fess 50,00 - 0.00
* H o E 1403518 move funds th cover Stthmey fees a0
B oesasIels (M B 1403970 move fumds for oolf can for SpEd 7,995.00 0.00
FoANE M 1403452 move funds for postage 4,000.00 X 0.00
» meesals HOE 250,00 250.00 0.00

1403430

miove funds tn cover tx rabe publication

Click Add

Enterea By

HOWLEY CHELCIE L

TOWLEY CHELCEE L
HOWLEY CHELCIE L
HOWLEY EHELCEE L
HOWLEY CHELCIE L
HOWLEY CHELCIE L

Cheicie Howiey  Account | Preferences | Eat | | 7

© 5 [ ol o raventess O sien vansow g1k Pt Quese

Fncs Year

2015 - 2016
2014 - 2015
2015 - 2016
2015 - 30146
2014 - 2015
2014 - 2015
2014 -2013
2014 - 2015

Jouma Erry i

000013802
000013774
000
000013609
00D013548

768

R
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| Budget Transfers - WRAM\BM\TR\STAST - 11562 - 05.15.06.00.05 - Google Chrome

o] B ] |

& https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService =wsFin/fobrgedit020.w?isPopup=true

Budget Transfer Detail Lines

Detail Budget Transfer

Generzl Ledger Account

Budget Transfers B S (2
Budget Transfers Submit for
approval
* Fiscal Year:| 2815 - 2816 Save and
* Transfer Type:| Expense A Rules * Batch Number: |15-00107 finish later
* Description: | | Back
Amount: 0.00

Transfer Amount

Account: »| §/-L| [Transfer From v
” L Debit Amount Credit Amount
Drescription: . 0.00 0.00

Detail Budget Transfer

General Ledger Account
Account:

Transfer Amount

*|§ | [Transfer From v

* Description:

Debit Amount Credit Amount
0.00 0.00

Detail Budget Transfer

General Ledger Account

Transfer Amount

Account: »| §/51| [Transfer From v
- L Debit Amount Credit Amount
Drescription: p 0.00 0.00

Detail Budget Transfer

Generzl Ledger Account

|| Asterisk (*) denotes a required field

Transfer Amount | ™

Make sure you are in the correct fiscal year

Enter a description

Enter the account you are transferring funds from, then the amount (copy the description from the top)

Enter the account you are transferring funds into, then the amount (copy the description from the top)

NOTE ON BUDGET AMENDMENTS: You must put BUDGET AMENDMENT in all descriptions.
Budget amendments are taken to the board once a month. Please watch the calendar of

deadlines for the budget amendment deadline each month.

Click Submit for approval. Transfers are only approved on Tuesdays and Thursdays starting at 3

p.m.

Over Budget Codes Report
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B hrtps

skywardbis mansfisldisd.org

‘r Mansfield Independent School District

Accoents | Flued -
Veadors | Puschasing | pimit | o0 | leventory | SBAA | O

Chekcle Howley  Account | Preferences | Ext | (7

i © & [ ml reecens e vindon fs My Pt Qusce
-AM stw = Account Management Report... « General Inputs - GI
7 ing.: 71w Joumnal Entry - JE
= Account CA s | : N St Journal Eniry - 5 (7] v
[ Aeccan proie-Xp - Budget Management Setus Jourrial Entry - JE Q = : Em
Chant of Accounts | CA 7 Budget Eniry - BE )| | +Cash Receipts . CA laareq ™ [MowpCode Cotapory Code |Quckiry | Acount Lot Goacrymen e
I | ssonco st cckons 55 7] | preemnces oo oo o R
L Butgst Approval - BA @ Accourting Lpdate - Cash Recolpts - AU € 000 ATHLETIC REVENLIE
| Updata History - Cash Recelpts - UH L] 0.00 ATHLETE ACTIVITY
L AU < 0.00 ON-FOOTBALL VARSITY SEASON PA
L Budget Revisions - BR © . ProjectiGrant Management - PG 000 1O FOOTBALL VARSTTY SEASON PA
L = Transters - TR - — 00 WON FOOTRALL VARSTTY SEASON PA
¥ = i L apers - AT al [ CONCESSTON COMMISSIONS
L - 000 ATHLETIC ACTIVITY
¥ 181 3 Bb 5751 44 083 400 .00 2,836.00 0.00 a0 0.00 ATHLETIC ACTIVITY
BO181E 0 U752 44 004 0 0 %00 787.00 0.00 a0 .00 ATHLETIC ACTIVITY
B o381 90 5752 54 005 0 09 0.00 1,187.00 0.00 0.00 0.00 ATHLETIC ACTIVITY
I AM TR L TR nos 1,261.00 0.00 .00 [LE01)
¥ 18] & 2 STS? 47 030 0 &R LR o0 .00 .00 (LA GIRLS SOFTRALL
¥ 1818 09 5752 47 903 4 00 0,00 2,175.00 0,00 0.0 .00 ‘SOFTBALL SUMMIT HiGH SCHOOL
b 1818 B0 5752 47 003 @ 00 0.00 1,216.00 0.00 .00 .00 SOFTIALL-MAHSFIELD HIGH SCHOOL
¥I151 R 09 5752 47 004 0 09 000 2,367.00 0.00 000 .00 SOFTOALL-TIMBERVEEW HIGH SCHOO
B OIN] R B8 ATRY 4T @AS 0 W 000 3,268.00 0.60 0,00 [LE ) SOFTRALL
o181 R BB STED AT BT O 0O LR 1,669.00 0.00 oo o
1AL A D 5TEI A5 D21 @ 00 BOR 000 2,730.00 0.00 0.00 LR SOCCER-GIRLS-SUMMIT MIGH 50400
B 1AL A B0 5752 48 003 0 00 000 0D 4,295.50 0.00 000 .00 ‘SOCCER-GIRLS-MANSFIELD HIGH S€
P OI8LR 99 5752 40 094 4 09 000 .00 1,490.50 0.00 000 .00 ‘SOCCER-GIRLS TIMBERVIEW HIGH 5
B 1818 80 5752 41 005 @ 00 000 0.00 3A417.50 0,00 .00 0.00 ATHLETIC ACTIVITY *
eSS \ e i g '
50 | M6 A K M50 recornds displ ACOUnE:
Quick K| 4
r 2 T T
Click on Account Management
Click on Budgetary Data Mining

.
B hrtps

skywardbis mansfisldisd.org

seriprs/wsisa.dlliw

‘r Mansfield Independent School District

Account

Home (- ER——

< §  Budgetary Data Mining

Vi | Revwnus and Fuperie Regorts - Detail snd Sumsary v
Report fiame o oot Tae Crmated By

¥ 14-15 Delisl Budgel Report 1415 Detat Budget Ripart | ML LOHL 998
* .14-15 Detail Budgets Cimpuses 1413 Dot Heport Campuss. #OWLECHEROR
¥ 40t Skywaed 401 Skywisd HOWL ECHEDOD
» Accounting/Payroll 436 Accoumtng Payoll 416 HOWLECHEDDD
I 2smac Supt Burines & Fnance Assoc Supt Busness & Finance  #OWLECHZ000
¥ Board Report By Object - Generd Board Report By Objact WOWLELHE B8
¥ Business Office 740 Business Office 240 HOWLECHE N
¥ Campus Payroll Setde U Campus Payroll Sattle Up HOML ECHERD
¥ Campus Payroll Settle Up Campus Payroll Settle Up HOWLECHEBBO
¥ compaison fenort cempansan repert HOWLECHEROD
* pETAL (23] HOWLECHEDOG
¥ Expenditure Report Expendihe Repod IHLECHEGRS
* Dpenditures Expmditues HOMLECHEROD
¥ FOOD Detal [FOO0 Detail HOWLECHEDSO
I niow B report mnew FY repart HOULECHEDDD
| CPEN PO CWHER 400 CPEN PO CWHER 400 HOWLECHEDSG
» OVER BUDGET CWNER 400 OVER BUDGET OWNER 400 HOWLECHE 800
¥ Owner Code Budget Repost Dwner Code Budiget Repart WL ECHERN
¥ Fusk Management A/P 415 Rk Munagement 4/F 413 HORL BEHEBRD
¥ Transpartation Transpoitation HOMLECHEDOO
¥ vaiifying répert wenfying repart HOWLECHEDRO

e v | 21 cords disgplayed

Click Add

Bl

Accoents | Flued -
Veadors | Puschasing | pimit | S | levantory | SBAA | O

Accems | Report Type or

EREEE IR R

Reveenin/ b apsbres: Sumenary
RvenmiefExpimse Summary
RevenuinEaperse Detil
Fevenus/Lepense Decail
Revenue/Expense Detall
RiveraifExpensse Summary
Rievineit/Expercie Dital
Revinme/Expees Dot
RevenueExpense Summary
Fevenus/Dxpense Summary
Rvenaie Experse Detal
RevenainfEpense Summary
FevinuExpere Dotal
PrvernueTapirse Detal
Revenus/Expense Summary
Revenue(Experce Detall
Revinua/Fvpente Summary
RetnuBEND I Summary
RevermiExpiree Dital

£ Summary

Chekcle Howley  Account | Preferences | Ext | (7

© B 3wl wrecstee T ten Wodow 5850y Pt Quice

5

vium

Bapalt Name: | allc
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[Tt T ERE
B skywardbis. mansfieldisd arg-i44/

- f"- Mansfield Independent School District
fifwany
Budgetary Data Mining

Roport Report Information
Infarmation * Reor [Com

. | B pense Detall
Brcount Hange =

ot HOWLEY CHELCIE L

= HOWLECHEDON
les & required eid

Enter the report name (it will copy to/'the report title)

Change the report type to Revenue/Expense Detail
Click Save and Add Parameters

f"- Mansfield Independent Sche Coelcie Hoed fecoust | Prelerences | E: ?
fifwany
- Budgetary Data Mining
Parameters

Qb [T W e €

s Wrtions 0 My Pt O

4% Only - Unencusbe

7
rea i v (7] | O

Addr1 printing prompt for current use
Open Account Range Filter screen
Exchade accounts that have

A ) denotes 2 n

- @

The budget status should state “over budget only — unencumbered balance”

Make sure report access for other users is set to read only
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Everything else should mirror the screen above

Click Save and Add Breaks

Mansfield Independent School District

i

L Budgetary Data Mining

Break Levels 1o include in processing

Click Save Breaks and Add Ranges (no need to put any breaks)

P e B - 7 T 00
skywardbis. mansfieldisd.arg

P Mansfield Independent School District
SETWwaRy
- Budgetary Data Mining

Repost Namse: [Open POs
Onen POs
Report Type: Revenue/Expense Detadl

Account Ranges
- Low High
e g i) Cabrgary FrFrrisr]
Gy TIIT-TIEE
tive and Inactive Active Inactive

= 0 D600 61 111 0 00 370
0 * 0% G590 22 111 9 89 370

Inchisde Filters for Operating Statement Accts

Exclude Filtors for Oporating Statement Accts

aad

Enter the fund, organization, and owner that pertains to your location in low and high

Click Save Ranges and Add Fields
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/skywardbiz mansfieldisd.arg

f?‘- Mansfield Independent School District

4 . Budgetary Data Mining

Fieport Name: Open POs.
Report Tithe: Open POs
Report Type: Revenue/Expense Detadl

Field Selection

Flelds ta Includs In precessing

up Dewim

Astenish () denoles & requited feld

Click on Select Fields

aod
Sawces

Field Pasameters.

Type: ® Single  Combination
Descrption: Encmbersd Amount.
Hugdimyg 1: [Encumibeed
Hiading 21 [2msunt
®of pgits: [ 13
Format
Sign:

a0
Left R Right Left with %

Year: Curent Year e -
# Edited | whole Bumber

Roport Width
et Welth: | 114

Chelle Howiey  Account | Prelerences | Ext | [ 7

_e v Q Wl g Foeries s © e Vo 1My Pont Quees
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| Select Fields - WRAM\RPADM\DM - 27021 - 05.15.06.00.05 - Google Chrome o=

@ https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/famdmslct001.w7isPoj

Select Fields MmO o ?
View5:|'GEner‘al v | Filter5:| #Skyward Default ¥ | m ] @3} Save

Select M Description & Back

J 45SMSTIP (Budaget Type) -

(5] 5 283 STEP (Budaget Type) Select Al

J 5 283 STP (Budget Type) Unselect Al

o 5 2.3.5+VA (Budget Type) —

O 5 2,3,5.V (Budget Type) 7]

o 5 2.00 (Budaget Tvpe)

] 5 2.00 STP (Budget Type)
] 5 2.25 STP (Budaget Type)
] 5 2.50 STP (Budget Type)
O 5 8.10 415 (Budget Type) o
[ 5 BASE (Budaget Type)

O 5 SN 0.0% (Budaet Type)

J 5 SN 2.0% (Budaet Type

(] 5 SN 2.25% (Budget Type]

J 5 SN 2.5% (Budaet Type

O SMaster (Budaget Type)

o 6 +2% ALl (Budget Type)

O 6 +2% MP (Budget Type)

] 6 +3% ALl (Budget Type)

O & +3% MP (Budget Type)

O 6 +3%MP NC (Budget Type)

- 6 +3%MP NM [Budget Type)

O 6BASE1 (Budget Type)

[ GBASEZ (Budaget Tvpe)

I Account Active Status
Account Level Description

---
m (200 v | 4 P M 114 records displayed Code: || AEIC

L A

Select in the order: Account Number, Account Level Description, Original Budget, Revised
Budget, Encumbered Amount, and Unencumbered Balance.

Click Save

Click Save and Add Sources
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=/ /skywardbiz mansfieldisd.arg W

[
f?‘- Mansfield Independent School District
H L1}

4 . Budgetary Data Mining

Roport Repest Narse: DETALL
Infarmation Regesrt Title: |DETAL
Pammaters Report Tyoe: Revenue/Expense Detadl
Breaks
Sources
Account Renges :
||Sources

Fleld Sedection

[¥ 5 = fcounts pagaie

Bayments/Unapplisd

Inchude Cash Recolpts/Deposts
Lash B

[ £ = Cah pebumamants

|l PO = Purchase Orda
4 TH = Trans!

FADP = Fuad Assets Dapreciation

= Prior Year Adustments
a5t Student Billing
|| Son:® Lot Soit O raght

Click Save

Click Print

o) print A8 Accaunts in Filter Range (7]

Prinit Accounts with Tramsactians (3]
In the Selected Sourtes

Hanthly Tetals

AfCount Sumaary
Print Oy Source Totals
Frint Accumlated De
Truncate Detal Flelds

inpeess detail)
beotals

Purchass Order Parsmaters (2]
o Print all open Purchase Orders a4 of
the repoet end dite and beyond

Pring anly Purchise Orders onen 36 of
the repart end date {manthyear)

tnchade Rudget Requistions  [F]
Print Aporoved Stabus
Print Denled Status.
Print Pending Status.

[} Runtime Parameters - WRAM\RP\DM\DM - 27021 - 05.15.06.00.05 - Google Chrome

e

?

@ https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/famdmec
Runtime Parameters MmO o
Runtime Report Parameters Print
Report Name: Open POs Back
Start Date:[09/01/2015  |[3] Tuesd
End Date: |09/04/2015 || Friday
! Print Title Page
I [J print Greenbar
Runtime Report Setup
How do you want to change runtime setup?
'® |Use current setup - no change
' Change setup for this run only - do not save
') Change setup for this run and save setup
Report Name: Open POs
H

Chelle Howiey  Account | Prelerences | Ext | [ 7

_e v Q Wl g Foeries s © e Vo 1My Pont Quees

Start date will be the start date of the fiscal year and the end date will be the date you are running

the report
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Click Print

@ htps//skywardbis.mansfieldisd.org

r Mansfield Independent School District
/ WiRpy

Account Accoonts | Floed €
Home - Vandors  Purchasing Paysbls  Assels Imvortory | SBAA (T

4 . |~ Budgetary Data Mining

Report
Information
Repost Nanst: Opén POs.
Paramoters
Raport Tithe: n
e ot Titke: Opn PO
Biport Trpe: [Revenue/Expente Detall
Account Ranges
Fleld Selection Sources

T e
h..a - Llnd |

¥ = Joumal Entries

PR = Payred

bt

Exenl

| mp
RLE Ot Rt Quen POS 09/01/2015-09/04/ 2005 has
finished processing.

Purchase Order Parameters (2]
Print all open Purchase Orders as of
the repedt end date and bevond

{Print ealy Purchise Crders open s of
e report end date (monthiyear)

Inchisde Budget Reuistions [
Print Approwed Status
Print Donisd SEatus
Print Pending Status

Click the link in blue or click View Report

The report will then be displayed

Chelcle Howiey  Account | Preferences | Ext | | 2

© B [ il irrasaes Ot vndon 6y Pt Quse
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Skyward Revenue/Expense Summary Report Instructions

7 Budpetary Data Mining - WPLAMRPADMADM - 27071 - 05.13,06,00,06-10.7 - Windows Internet Fxplorer = EIE
& hitps mansfielcked oeg £ ﬁ_
Mansfield Independent School District Khguta Qiwpe e | Pimbivemenn | Pt | 11550
SETWARD
Home = Vendoes. | Puchasing | lweatery, | .
[+
- = ~
= Account Master - CA | = Account Management Reporting - RP | ~ Budget Management - BM |
Account Prosile - AP T || || Budastary Data bining.- D 1| || = Transfors - TR |
[ ] - : . . o' |
| Chart of Accounts - CA, T Subenit Transfens - 5T il
L@ gy COT DA TNV ERTARTT TR WA W T LT
Pert
Erenl
Schechie
This Fesost
< ¥
20 #| 2 records depliyed Eopart Mame: al@c -

\
Click on Account Management, then Budgetary Data Mining.
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& | https

mansfieldisd. arg

—

WARD

Mansfield Independent School District

SK

I)u@

Maria Olvera Account Preferences Exit

YWendors ‘ Furchasing | Imventory |CJ.

<4l > Budgetary Data Mining &

@ ‘ f:r Favorites ™ 4T_-I New Window 'E‘ My Print Queue

WiEnnes: |Revenue and Expense Reports - Detail and Summary

Fiters: | *+My Reports v|

Report Mame
¥ 113 E Mash

Report Title
113 E Nash

Crested By
OLVERMAROOOD

Yy
/|

. Delete

LA mrnary

¥ account balance account balance OLVERMARODD Revenue/Expense Detal Clane
Prirt
Exicel
Schedule
Thiz Report
< | o
2 records displayed Report Marme: ABC v
Done / € Internst vg v Hi00% -

Then Click Add. -
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& | https

mansfigldisd. arg

ey
SKYWARD"

* Mansfield Independent School District

a

Maria Olvera

Account

Preferences | Exit

?

<. » Budgetary Data Mining

Report Information

Report
Information

Report Name:|113 E Nash
Parameters

Breaks hl G G Revenue /Expense Summary

* Report T'rtle:|113 E MNash |

* Add Report For: [OLVERA MARIA G R
Account Ranges

Field Selection Asterisk (*) denotes a required field

w OLVERMARDOD |

@ ﬂ f.]’Favnr'rtes' {EI New Window lil My Print Queue

Save and

Addd TV
Parameters

Back

\

0 Internet

Name your réport in the report name box. Example: 113 E Nash. Make sure

your report type is Revenue/Expense Summary.

Click on Save and Add Parameters.

dn v Wio0% v
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Report Title: |113 E Nash

Report Type: [Revenue/Expense Summary

L]

£ | hitps mansfigldisd.org &

: Mansfield Independent School District Maria Olvera  Account | Preferences | Exit ?
7
SKYWARD
< MNP Budgetary Data Mining @ @ i7ravortes™ ] New Window li'M‘,r Print Queue
Report Report Mame: |113 E Nash
Information

Breaks
Parameters
Account Ranges
. . Motes: Save and
Field Selection Back €
Back
= i s S
Consolidate Funds: ©* Yes @ No Report access for other users
~
* Budget Stetus: [All Accounts ~2| :D ;CCETS
* Read only
~ )
* Print Detail: ¥ ves © No Madify [
\
* Detail Spacin : .
. 5 Ig Fmg € = Addt’] printing prompt for current user
Print Totals: s
jies " .\_ND 3 Open Accoury Range Filter screen
* Suppress Zero Amounts: iYes Hino \
Account exclusions
I Exclude accaunts that ha
Asterisk (*) denotes a required fiel
< | &
Daone \ € Internet \ Yo v W00 v

This screen should stay as it shows above unless you do want to suppress aero

amounts.

If you leave the report as modify, then other Skyward users can modify your

report.

Click Save and Add Breaks.
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The boxes irf
every dig
budget c¢

Breaks
Account Ranges

Field Selection

do P L]
& | https mansfigldisd. arg ﬂ
=== W\ansfield Independent School District Maria Olvera  Account | Preferences | Exit ?
ey
SKYWARD"
‘ M Budgetary Data Mining @ @ 7ravorites™ ] New Window lilM‘,r Print Queue
Report Report Mame: 113 E Nash
Information Report Title: 113 E Nash
Parameters Report Type: Revenue/Expense Summary

Sequence:|R - REGULAR ACCOUNT SEQUENCE

w | Save anc
Back
FND T |Fe 0BJ 50 ORG Follm Loc (2l
/yﬁl’r (I 2 I I - rrr r r- rrr
Break Levels to include in irocessini Break Level Attributes
FC PDEiFl?ﬂ 1 Ereak:
0BJ Position 2 Heading:  Yes @ No
Separator: © Yes ©* No
Dbl Underline: © yes @ No
Done / & mternet dn v Wio0% v
Place a checkmark in the boxes you prefer to have

Click Save Breaks and Add Ranges.

total put on your report.
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& | https

Field Selection

Account Ranges

Low High
Category:[___|
Goup:[ ]

Account Status: @ Active and Inactive © Active

™ Inactive

Operating Statement Accounts
W Expense W Revenue
Lowr Account: [199 * 00 0000 00 113 0 00 370
High Account: [999 * 999990 77 113 9 99 777
Dimension Low High
FLIND:
TYPE: [* =
FUNCTION:
OBIECT:
SUB-OBIECT:
ORGAMIZATH:
Fiscal yR:fo | @ ]
PROGRIM-INT: b |
LOCAL: E

Include Filters for Operating Statement Accts

Add

P L]
mansfieldisd.org ﬂ

Mansfield Independent School District Maria Olvera  Account | Preferences | Exit ? e

/'.

SKYWARD"

1 M Budgetary Data Mining @ B 7ravories™ T New Window lﬁ'Mv Print Queue

Report Report Name: (113 E Nash

Information Report Title: (113 E Nash

Parameters Report Type: Revenue/Expense Summary

Breaks

Save anc

Back <

Return to the tab or b

Back

javascript:if {chs{"bCancel")) {document. getElementById("phirectAdd"). walue="";myBack{); }

b

@ Internet

dn v Wio0% v

Once you have changed the budget codes to accommodate your budget, then click

save ranges and add fields.
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o 0 06.00.06-10 do plo |

£ | https: {fskywardbis.mansfieldisd. org: 444/ scripksfwsisa, dilw3ervice=wsFin/Famdmtabs000.w &
= Mansfield Independent School District Maria Olvera  Account | Preferences | Exit ?

SKYWARD"

< M P Budgetary Data Mining @ 7ravorites™ ] New Window lil My Print Queue

Report Report Name: 113 E Nash

Information Report Title: 113 E Nash

Parameters Report Type: Revenue/Expense Summary
Breaks

Field Selection
Account Ranges

Field Selection

Save and
Back
Back
Fields to include in processing
Account Number

Select A
Original Budget o Field Parameters
Revised Budget o [  print Budget
FYTD Activity R';T“fdve TV gingle  Comb  Detail
=
Unencumbered Balance = Description: [Original Budget
?Ioe:: Heading 1: [<= |
Heading 2: [Criginal Budget |
# of Digits:
Forrmat: Sy EEE, e, =200
Sign: % Left © cR © Right  Left with %%
‘Year: Current Year <--- ==
W Edited [~ Whole Number
Report Width
Report width: 101
Up rT
Asterisk (*) denotes a requifed field
/ & mternet & - ®i00% v

Click on Select Fields. /
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- P |
| & Select Fields - WRAMRP\DM\DM - 27021 - 05,13.06.00.06-10.2 - Windows In P e

£ https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/famdmslct001 wiisPopup=true g

I| Select Fields MmO S 2

Hl
|
Views: General : Fiters: *Skyward Default : w @J & Save |

I Description & Back

EY 1D Unexpended Balance
LOCAL Select Al
MASTER. (Budget Type)

o Unselact All
[¥ionth Budget Rewvisions
IMionth Budget Transters
[¥ionth Credits
I¥ionth Diebits
[Vonthly Activity
MNOMNPR, (Budget Type)
OBIECT
CORGANIZATM
Crigingl Budget
PROGRM-TNT
Rev/Exp Summary Account
Revized Budget
Sal (Budget Type)
S 8.15 (Budget Type I
SUB-0BIECT
Test (Budget Typel
Test 2 (Budget Typel
Test 2 (Budget Type)
Testd (Budget Type)
Testd (Budget Type)

Undetline

s

Unencumbered Balance

Unexpended Balance -
[

W 4 b W 70 records displayed Code:l:l sBc

- _I—I_I—I—I—I_I—I_I—I_|—|—|—Ii—l_|—I—l—l—l—l_|—l—|_§

0 Internet | Protected Mode: On ¥y v ®|15% v i

Click on the Fields that you prefer (example of the most commonly used ones are
on the previous page).
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You can click on the name of the field and it will give you a definition.

| e =
Field Description muOS (27
Field Description | Back |
Qriginal Budget
An original budget is the original budget that was agreed upon to start a fiscal year.
+ Technical Information
javascriptiif (cbs("bCancel")) {checkBack();} & Intemet | Protected Mode: On v 15K v |
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Budgetary Data o AMARPADMD D 0 06.00.06-10 0 ; ore m
& | https mansfigldisd. arg

Mansfield Independent School District

Waria Obvera Account | Preferences | Exit ?

Silwary

Harme |v

Wendors | Purchasing | Irventary |Q

4| » Budgetary Data Mining

@ . i::rFavur'rles’ ‘1‘_‘| New Window 'El My Print Queue

Report Al Dielete Clane Black
Information
Report Mame: 113 E Mash Frirt
Parameters
e Report Title: 113 E Nash Excel
Report Type: R E 3
Account Ranges p ¥p evenue/Expense Summary
Field Selection Field Selection
Edit
Wiews: A1l Field Selections |v| Fiters:|*Skyward Default | ATy
# & | Field Heading 1 Heacing 2 Type Combo field
ount hmier I
2 Criginal Budget <> Criginal Budget Single
3 Rewised Budget <Y Revised Budget Single
4 FYTD Activity <> FYTD Activity Single
5 Unencumbered Balance Unencumbered Balance Single
< >
z0 ~ | 5 records displayed
Done & mternet dn v Wio0% v

Click Print if you want the report in pdf or click Excel if you want it in a
spreadsheet.
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£ | https mansfieldisd. org =

Runtime Parameters wm O & 2
Runtime Report Parameters Print
Feport Mame: 1113 E Mash Back
- Reporting Morith: R =pe=gs Wy o
Select Month: | September v |
Year:| 2013 v |

[ Print Title Page
[ Print Greenbar

Runtime Report Setup

Hiowe do you want to change runtinne setup?

* e current setup - no change

" Change setup for this run only - do not save
" Change setup for this run and save setup
Report Marne: 1113 E Mash

IDu:une €0 Internst Gy v w00 v

— You will need to specify the reporting month, choices are:
e Current Month — automatically changes for you
e Prior Month — automatically changes for you

e Entered Month — allows you to choose the month
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Skyward Revenue/Expense Detail Report Instructions

Budgeta D RPADMAD i i 06.00.0 0 d p |
& | https mansficldisd, org ﬂ
Mansﬁeld Independent SChOOl Dismc-t Maria Olvera Account Preferences Exit ? A
-
SKYWARD
Home |v “endors ‘ Purchasing | Inventory |Q
Q
~ Account Master - CA ~+ Account Management Reporting - RP ~ Budget Management - EM
- Account Profile - AP Ll ‘ | Budgetary Data Mining - Dk Ll |  Transfers - TR
R
(et -l - € ! Subrmit Transfers - ST s
¥ account balance ACCOUNT OAance UL WEFTTARTIT Revenue/Expense Detal
Prird
Excel
Schedule
Thizs Repart
&4 | > U
z0 w | 2 records displayed Report Mame: ABc v
javascript: apphav famdmbrws000,w',",'27021", BudgetaryDataMining',"); \ @ Internet ¥g - #100% v

\

Click on Account Management, then Budgetary Data'Mining.
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& | https mansfieldisd, org &
=== \[ansfield Independent School District Maria Olvera  Account | Preferences | Exit 7] |8
SKYWARD
“endars ‘ Furchasing | Imventory |CJ.
‘ H | = Budgetary Data Mining ﬁ' @ ‘ f:rFavnr'rles’ q‘_-lNew Window 'E‘ Ny Print Queue
WiEnnes: |Revenue and Expense Reports - Detail and Summary v| v |@| @J . Aol
Fiters: | *+My Reports v| @ / et
Report Mame Report Title Crested By Access |Report Ty ‘ —
4 elete
» 113 E Mash 113 E Mash OLVERMAROOO ] Le/| mrnary . e —
¥ account balance account balance OLVERMARODD Revenue/Expense Detal dlem2
Prird
Exel
Schedule
Thiz Report
L] [ o
2 records displayed Report Marme: ABC v
Done / € Internst vg v Hi00% -

Then Click Add.”
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& 06.00.06-10
& | https mansfieldisd. arg

P * Mansfield Independent School District
SKYWARD

< .| |» Budgetary Data Mining

Maria Olvera  Account | Preferences | Exit

Report Report Information
Information

* Report Name:|113 E Nash

ﬂ ‘[:]’Favuritm' q:INew Window £

E Wy Print Queue

Save and
A

Parameters * Report Title:[113 E Nash

T * Report Type: Er-'-,'r-nur-,-'E.{p- 13e Detail
* Add Report For: [OLVERA MaRIA G

Account Ranges

Parameters
Back
~ OLVERMARDDD | s
Field Selection Asterisk (*) denotes a required field \
Done

& Internet T

Name your report in the report name box. Exa

your report type is Revenue/Expense Detaif.

Click on Save and Add Parameters.

le:

13 E Nash. Make sure
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Budgetary Data g AMARPADMAD 0 D 06.00.06-10 erne ore |
& | https mansfieldisd. arg

a
77— Mansfield Independent School District

Maria Olvera  Account | Preferences | Exit ?
/
SKYWARD

‘ M Budgetary Data Mining B 7 Favortes™ T New Window lﬁlMy Print Queue
Report Report Mame: |113 E Nash

Information Report Title: [113 E Nash

Parameters

Report Type: Revenue/Expense Detail
Breaks

Parameters
Account Ranges

Notes:

) i Save andd
Field Selection

/ Acld Breaks
Sources / Back
* Consolidate Funds: © Yes ™ No

/
Report access for other us
'l
* Budget Status: [A11 Accounts ~|@ = ':D ‘;Ccelss
*iRead only
&~ -
* Print Detai: * ves © No Modify
\ /
* Detail Spacin, : e
— tl?l' Glg rmg £ o Addt] printingArompt for current user
rint Totals: Q
e ~ I open acgflint Nange Filter screen
* Suppress Zero Amounts: © Yes & No W

/ \
Account exclusions
I™ Exclude accounts that have [

Asterisk (*) denotes a required field

| =
Dione

/ @ Internet \Jiﬂ - ®io0% v

This screen should stay as it shows abgVve unless you do want to suppres ze}
amounts.

If you leave the report as
report.

Click Save and Add Breaks.

dify, then other Skyward users can modify your
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Budgetary Data g AMARPADMAD 0 D 06 0 erne ore |
& | https mansfieldisd. arg

4
= E— Mansfield Independent School District Maria Olvera  Account | Preferences | Exit ?
7
SKYWARD

< .| |» Budgetary Data Mining

‘ ‘[:]’Favuritm' ﬁ‘_‘l New Window lﬁl Wy Print Queue
Report

Report Mame: |113 E Nash

Information Report Title: |113 E Nash

Parameters

Report Type: Revenue/Expense Detail

Breaks
Account Ranges
) . Sequence:|R - REGULAR ACCOUNI SEQUENCE v\ Save
Field Selection EBred= e
Sources

Aol Ranges
FND T FC. 0BJ s0 ORG F Pl Loc e
/'I‘I‘I‘ r rF I - rrc O rc rrr L2 |
The boxes in

Break Levels to include in processing

every dlglt | FC Position 2

OBJ Position 2

Break:
Heading: © ves & No
Separator: © yes © No
Dbl Underline: © Yes © No

Dione

/ e Internet

vg v Hi00% -

Place a checkmark in the boxes you prefer to’have a total put on your report.

Click Save Breaks and Add Ranges.
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& | https mansfieldisd. arg

~ * Mansfield Independent School District

Maria Olvera
' .
SKYWARD

Account

Preferences | Exit

?

< .| |» Budgetary Data Mining

Report Mame: |113 E Nash
Report Title: |113 E Nash
Report Type:

Information

Parameters

Revenue/Expense Detail
Breaks

Account Ranges

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

Sources

Group: | | |zzzz-7777 |
Account Status: ©* Active and Inactive

" Active © Tnactive

(Operating Statement Accounts
W Expense W Revenue

Low Account: 199 * 00 0000 00 113 000 370
High Account: 999 * 99 9999 77 113 9 99 727
Dimension Low High
FIIMD:
TYPE: [* z
FUMCTION:
ORIECT:
SUB-OBJECT:
ORGAMIZATHM:
FIscaLyr:o | 9 |
PROGRM-INT: =R
LOCAL: 777

Include Filters for Operating Statement Accts

Al

Dione

Save

Ranges and <

Al Fields

Back

@ ﬂ ‘[:?Favur'rtes' "1‘_‘| New Window lﬁl Iy Print Queue
Report

e Internet

vy v H100%

b

Once you have changed the budget codes to accommodate your budget, then click

save ranges and add fields.
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i i 06.00.06-10
& | hteps: | {skywardbis. mansfieldisd, org: 444 /scriptsfwsisa.dilfWService=wsFinifamdmtabs000, w

Mansfield Independent School District
SKYWARD

Maria Olvera  Account | Preferences | Exit 7 |

< .| |» Budgetary Data Mining

Report Report Name: [113 E Nash

Information Report Title: 113 E Mash

Parameters Report Type: Revenue/Expense Detail
Breaks

Field Selection
Account Ranges

Field Selection

Save and
Add
Sources Sources
Back
Fields to include in processing
nt Number Select .
Original Budget e Field Parameters
Revised Budget Description: Account Headin
FYTD Activity Remove [mgelk g
TUnencunbered Balance Field Heading 1: | |
Clone Heading 2: FND T FC OB1 S0 ORG F FI |
Field Length:
Display
* Number
[ Description
" Short Description
Report Width
Repart Width: 101
Up
Asterisk ™) denntes a re b
Done & Internet vg v Hi00% -

= - T:? Favorites ™ q:l New Window = Iy Print Queue
W

lick on Select Fields./
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- P |
| & Select Fields - WRAMRP\DM\DM - 27021 - 05,13.06.00.06-10.2 - Windows In P e

£ https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/famdmslct001 wiisPopup=true g

I| Select Fields MmO S 2

Hl
|
Views: General : Fiters: *Skyward Default : w @J & Save |

I Description & Back

EY 1D Unexpended Balance
LOCAL Select Al
MASTER. (Budget Type)

o Unselact All
[¥ionth Budget Rewvisions
IMionth Budget Transters
[¥ionth Credits
I¥ionth Diebits
[Vonthly Activity
MNOMNPR, (Budget Type)
OBIECT
CORGANIZATM
Crigingl Budget
PROGRM-TNT
Rev/Exp Summary Account
Revized Budget
Sal (Budget Type)
S 8.15 (Budget Type I
SUB-0BIECT
Test (Budget Typel
Test 2 (Budget Typel
Test 2 (Budget Type)
Testd (Budget Type)
Testd (Budget Type)

Undetline

s

Unencumbered Balance

Unexpended Balance -
[

W 4 b W 70 records displayed Code:l:l sBc

- _I—I_I—I—I—I_I—I_I—I_|—|—|—Ii—l_|—I—l—l—l—l_|—l—|_§

0 Internet | Protected Mode: On ¥y v ®|15% v i

Click on the Fields that you prefer (example of the most commonly used ones are
on the previous page).
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You can click on the name of the field and it will give you a definition.

| /€ Field Description - WAAM\RP\DM\DM - 27021 - 05.13.06.00.06-10.2 - Windouws Internet

-| &] https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WServicezwsFin/famdmiink001.wlisPopup=true

| Field Description w S (2

Field Description | Back

Original Budget
An original budget is the original budget that was agreed upon to start a fiscal year.

+ Technical Information

javascriptif (cbs(’bCancel’)) {checkBack();} € Internet | Protected Mode: On 3 - ®15% - )|

Click Save and Add Sources.
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g Data g AMARPADMAD 0 D 06.00.06-10 do erne plore |
& | https mansfieldisd. arg g

I\-Iansﬁeld Independent SChOOl DiSTI‘iCT Maria Olvera Account Preferences Exit 7 A
SKYWARD
< MP Budgetary Data Mining @ @ 57ravorites” 9] New Window f7 My Print Queue
Report Report Mame: |113 E Nash
Information Report Title: [113 E Nash
Parameters Report Type: Revenue/Expense Detail
Breaks
Sources
Account Ranges
Sources Detail | Save |

Field Selection

P e e - =
ources -
¥ AR = Accounts Receivable r

al

ARSY = Accts Receivables (System Generated) " Print All Accounts in Fiter Range 7] ~

™ Indude Invoices r ¥ print Monthly Totals

I~

I Include Payments/Unapplied r - EU”E gcchrm;nt Sunjrmir',lf s detai)

™ Indude Cash Receints/D T T rint Only Source Totals (Suppress detai
7 ncuhe as. Scapis/Depnats = [ print Accumulated Detail Subtotals

e Rocopl I™ Truncate Detail Fields
¥ JE = Journal Entries v
¥ PR = Payroll r )
[~ (D = Cash Disbursements r Purchase Order Parameters [2]
¥ iprint all h d f
M po = P | M tint all open Purchase Orders as of g
n ROSRurcfselOnler the report end date and beyond
» |V TR = Transfers v
W RV = Revisions v I™ Print anly Purchase Orders open as of
¥ 1V = Inventory v the report end date {month,year)
; N r:
pelabesapion il ok g ™ Incude Budget Requisitions [2]
[ ITCR = Insurance Tracking Cash Receipts r .
,— e 5 o/ Addti T ™ print Approved Status
FXAD = F.|:(e Asgets Dlsposa. s,l’..'\ itions I Print Denied Status
[ FXDP = Fixed Assets Depreciztion I ™ Print Pending Status -
[~ P = Prior Year Adjustments r
[ sB = student Biling r~ L/
< | >
Dione 0 Internet g v F100% -

Sources allows you to check what you want to see detail on and on what sources.
For instance, you may only want to see detail on your transfers and to
accomplish this make sure the source and detail box has a checkmark in it and
- everything else would be left blank.

Make sure print all accounts in filter range is checked or some budget codes

may get left out.

Under Purchase Order Parameters, you may want to see all the open purchase order

you have in case you need to close any out to free up any tied up funds.

Click Save.
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& | hteps: | {skywardbis. mansfieldisd, org: 444 /scriptsfwsisa.dilfWService=wsFinifamdmtabs000, w

vy v H100%

Mansfield ]ndependent School District Maria Olvera  Account | Preferences | Exit ? )
SKYWARD
- Home |v Wendors ‘ Purchasing | Irventory |Cl
< M P Budgetary Data Mining - f.?Favurrtes' ‘T_‘I New Window lﬁl Ny Print Queue
Report A Delete Clone Brack
Information
Report Mame: |113 E Nash Print
Parameters P = <
Breaks Report Title: |113 E Mash Excel
Account Ranges Report Type: Revenue/Expense Detail
Field Selection Sources
[Sources | Detail Ecit
[ ap = Accounts Payable [T
[ AR = Accounts Receivable [T
[ARSY = Accts Receivables (System Generated) [ I Print All Accounts in Fiter Range (2]
[ T Incude Tnvoices [ |'z Print Monthly Totals
[ T Include Payments/Unapplied [T - Erfnt gcchrm;nt S“”}W;S s set)
I™ Include Cash Receipts/Deposits u| R JEEIUAR.
Ip = pts/Dep I = I™ Print Accurnulated Detail Subtotals
CR = Cash Receipts I™ Truncate Detail Fields
[ 3E = J0umal Entries [ =
[7 PR = payrol [T
™ D = Cash Disbursements rr Purchase Order Parameters [2)
||7 PO = Purchase Orders | [ I7 Print all open Purchase Orders as of
“7 = | - the report end date and beyond —
TR = Transfers
||7 RV = Revisions | rd r F‘rrt only Durcga;e Or(ders oﬁ}en as)of
“7 IV = Inventory | Ird the report end date (month)year
—— |
Detail Description: ¥ Short Long I ndude Budget Requisiions m
[~ ITCR = Insurance Tracking Cash Receints [T — . | A/
< >
Dione 0 Internet <

Click Print if you want the report in pdf or click Excel if you want it in a

spreadsheet.
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Runtime Parameters

Runtime Report Parameters

Report Mame: |113 E Mash

__,cStart Date: [38/02/2013 Monday
End Date: |09/30/2013 |73 Monday

[ Print Title Page
[ Print Greenbar

Runtime Report Setup

Howe doyou want to change runtime setup?

" se current setup - no change
" Change setup for this run only - do not save
" Change setup for this run and save setup

Repart Marme: |113 E Mash

IDu:une €0 Internst v Hioow o<

You will need to specify your start date and end date before clicking
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Step By Step Instructions: Skyward Budget Entry
1. Go to Account Management and select Budget Entry.

2 Budget - WRAAMLCA\TE\BU - 20380 - 05.13.10.00.09-10.2 - Windows Internet Explorar \ [E=EEEx
|@ https://skywardbis.mansfieldisd.org:444,/scripts/wsisa.dll/W5ervice=wsFin/facprtabs001.w \ ﬂ|
Mansfield Independent School District L R RS S = TR
SKYWARD
Account 0
Home Vendors = Purchasing = Inventory O
Q & hue
Ci  + Account Master - CA ~ Account Management Reporting - RP ~ Budget Management - BM
Account Profile - AP Q Budgetary Data Mining - DM Ll N Budget Entry - BE L
Chart of Accounts - CA Ll +Transfers - TR
Submit Transfers - ST L
Fiscal YTD
Monthly Activity Budget
Detail Activity Views: | General [v| Filters: *Skyward Default|w| T W = & [ view Chart |
Encumbrances Fiscal Year w C/NP Original Budget Budget Carry Forward Eudgel Transfers Budget Revisions
Batch Activi
Y » 203204 [Next o000 o000 o000l o000 R
Purchase Orders b 2012-2013 Curr 0.00 0.00 0.00 0.00
AP Invoices » 2011-2012 Prev 0.00 0.00 0.00 0.00
Notes b 2010-2011 Prev 0.00 0.00 0.00 0.00
Attachments
Account Merge
Clearance Groups
< m ] r
20 x| M4 4 » W 4records displayed Fiscal Year:
F100% v
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2. Select your Working Budget.

(2 Budget Entry - WRAM\BM\BE\BE - 26269 - 05.13.1f.w99-1a2 - Windows Internet Explorer [E=gEeE™)
| @ https://skywardbis.ma nsfie\disd.org:444.-"scriptsfwlisadll.-"WService: wsFin/fobrgbrws039.w & |
Mansfield Independent S¢hool District o e R
SKYWARD
Home Vendors | Purchasing = Inventory | Q
anagement
‘ H | Budget Entry # @ - {:’Favoritesv ‘E New Window 'ﬁMy Print Queue
Views: | General[=] Filters:[*A11 Budget fntries =] Vol = & [ A
Budget Process Description a Fiscal Year Budget Type Created By Wi Sis | Last Edited By Lad &J
20520 aswoow —— oeweno | v || | R
» Campus Dept Allocations 2013 - 2014 NONPR WIESMKAROOO M S WIESMKARDDD D¢ | Clone |
» Sal Neg 3% with Step 2013-2014  Sal WIESMKAR000 M -
P SALARY NEG VIEW 2013 - 2014 4 5N 3.0% HOWLECHEDOD M | View
¥ SALARY NEG VIEW 2 2013 - 2014 4 5N 3.0% BRUBAHEADOD G W BRUBAHEAODOD ¢ Budck
P SN STIPENDS 2013 - 2014 45NSTIP HOWLECHEDOD M Cri{:f;e
b Working Budget 2014 - 2015 Working HOWLECHEDOD M
» Working Budget - 110 Superintendent 2014 - 2015  Working WIESMKARDOO M W WIESMKAROOO 0:
» Working Budget - 130 Personnel Services 2014 - 2015 | Working WIESMKAROOO M W | WIESMKARODO 0:
» Working Budget - 140 Public Information 2014 - 2015 Working WIESMKAROOO M W WIESMKAROOOD 0:
P Working Budget - 141 Marketing & Adv 2014 - 2015 | Working WIESMKARODO M W | WIESMKARODD 0
» Working Budget - 150 Education Foundatio 2014 - 2015 Working WIESMKAROOO M W WIESMKAROOO 0:
¥ Working Budget - 201 Area Supt 2014-2015  Working WIESMKARDOO M W WIESMKAROOOD 0:
» Working Budget - 203 Area Supt 2014 - 2015  Working WIESMKARDOO M W WIESMKAROOO tH
» Working Budget - 204 Dir of Staff Devel 2014 - 2015 Working WIESMKAROOO M W WIESMKAROOOD 0:
» Working Budget - 205 Area Supt 2014 - 2015 Working WIESMKAROOO M W WIESMKAROOOD 0:
» Working Budget - 206 Dir of Student Serv 2014 - 2015 Working WIESMKAROOO M W | WIESMKAROOO 0z
» Working Budget - 207 PEIMS Coordinator 2014 - 2015 Working WIESMKAROOO M W WIESMKAROOOD 0:
¥ Working Budgst - 208 Dir Campus Support 2014 - 2015 Working WIESMKAROOD M W | WIESMKARDOO 0:
P Working Budget - 209 Assoc Supt Support 2014 - 2015  Working WIESMKARODO M iy
< m | o
4 4 » Wl 20 records displayed Budget Process Description: I:I ABc|
#H100%
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3. Select Edit.

(2 Budget Entry - WRVAM\BM\BE\BE - 26269 - 05.13.10.00.09-10.2wme1 Explorer

(=] i

|@ https:,-",."skywardbis.mansfie\disd.org:444,-"scripts,"wsisa‘dII.-"WSen.rice:wsFin.fberqb.mﬂ.’&w ﬂ|
Mansfield Independent School District e e ol e
SKYWARD
Home v Vendors | Purchasing | Inventory | Q
| anagement | | |

4 H | Budget Entry ﬁ lﬁM[ Print Queue

Views: | General E' mt;-gl *R11 Budget Entries EI Add |

Budge Process Descripfion Fiscal Year Budget Type Created By VM | Sts |Last Edited By Lad Edit |

P 4 SN 0.0% 2013 - 2014 4 5N 0.0% BRUBAHEADDD v « | Delete |

¥ Campus Dept Allocations 2013 - 2014 NONPR. WIESMKARODO M 5 WIESMKARDOD 0 Clone |

P Sal Neg 3% with Step 2013 - 2014 sal WIESMKARQDO M

» SALARY NEG VIEW 2013 - 2014 45N 3.0% HOWLECHEO0D M Individual

» SALARY NEG VIEW 2 2013-2014 45N 3.0% BRUBAHEADDD G W | BRUBAHEAOOO 0¢ ‘ Bé';f? ‘

P SN STIPENDS 2013 - 2014 4SNSTIP HOWLECHEDOD M = o

[ 4 Worklng Budget 2014 - 2015 Wurklng HOWLECHEDOD Change
nn-

P Working Budget - 130 Personnel Services 2014 - 2015 Working WIESMKAR0D0 WIESMKARDOD 0z Delete

» Working Budget - 140 Public Information 2014 - 2015 Working WIESMKARO00 M W  WIESMKARDOD orf || Morkdle

» Working Budget - 141 Marketing & Adv 2014 - 2015 | Working WIESMKARDOO M W WIESMKARDOO 0:

» Working Budget - 150 Education Foundatio 2014 - 2015 Working WIESMKAROOO M W WIESMKAROOO 0:

¥ Working Budget - 201 Area Supt 2014 - 2015 | Working WIESMKARODO M W | WIESMKARDDOD 0:

P Working Budget - 203 Area Supt 2014 - 2015 Working WIESMKAROOO M W WIESMKAROOO A

b Working Budget - 204 Dir of Staff Devel 2014 - 2015 Working WIESMKAROOO M W | WIESMKAROOD 0:

» Working Budget - 205 Area Supt 2014 - 2015  Working WIESMKARDOO M W WIESMKAROOO 0:

» Working Budget - 206 Dir of Student Serv 2014 - 2015 | Working WIESMKARDOO M W WIESMKARDOO 0:

» Working Budget - 207 PEIMS Coordinator 2014 - 2015 Working WIESMKAROOO M W WIESMKAROOOD 0:

» Working Budget - 208 Dir Campus Support 2014 - 2015 | Working WIESMKARODO M W | WIESMKARODOD 0

b Working Budget - 209 Assoc Supt Support 2014 - 2015  Working WIESMKAROOO M i

< m ] 5

M4 4 » W 20 records displayed Budget Process Description: I:I (2B
javascriptopenMyPrintQueue() H100% -
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4. Select Individual Budget Entry.

(é: Budget Entry Processing - Individual Entry /Mass Change - WF\AM\BM\BE\PR - 26270'; 05.13.10.00.0 - Windows Internet Explorer

@ https: [ /skywardbis. mansfieldisd.org: 444/zcripts

.dllfWService =wsFin/fobrqtabs000.w

Mansfield Independent School District Karen Wiesman _ Account | Preferences | Bt
SKYWARD

Account n Accounts | Fixed ustom | Federal/State ar—
Home v Vendors = Purchasing Payable = Assets Inventory = SBAA ENEaE Reporting Administration | Q

< Budget Entry Processing - Individual Entry/Mass Change

] @ - f.}' Favorites» q:l New Window 'El My Print Queue
Process Information Process Information  Description: |Working Budget Add Delete Clone Back
Parameters
Status: E Year to Process: 2014-2015 Access for Other Users: No Access
Breaks
Account Ranges Process Information
Field Selection Description: Working Budget Edit
Budget Year to Process: [2014-2015:  September 1, 2014 - August 31, 2015 Individual
@ Do not allow access to other users (No Access) Bé‘:t?,;ﬁ
© nllow other users to view this budget (Read Only) —_—
© nllow other users to view/modify this budget (Modify) c“"_"'::se
T allow other users to view/modify/generate this budget (Generate/Modify) e
Delete
Workfile
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5. Your screen should resemble the screenshot below:

=) Budgetary Entries - WRAM\BM\BE\PR - 26270 - 05.13.10.00.09-10.2 - Windows Internet Explorer =HEC
| @ https://skywardbis.mansfieldisd.org:444 /scripts/wsisa.dll/WService=wsFin/fobrgbrws040.wireset=no&isPopup=true E|
Budgetary Entries [ IRE .
Processing Parameters
Budget Process Description: \Working Budget - 110 ¢ Budget Type: Working Fiscal Year: 2014-2015
Budgeted Amount For Selected Accounts
Total 2014-2015 Working: 0.00 Submit Budgetary Entries
|| *Individual Accounts with Detail Budget Lines attached are disabled from being modified at the account level.
**Account data as of 02/05/14. Refresh Account Details
\ —
Views: | General B Filters: | *Skyward Default EI hig @ [& Save &
i Confinue
Account Mumber 2014-2015 Later
\
Fnd T Fc Obj So Oig F Piloc a Vork Submitted Fund TYPE FUNCTION OBJ
| --l:I_-_I :
| b 199 E 41 6299 00 701 E 629
|| » 199 E 41 6299 01 701 0 99 110 |:| 199 E 41 629/
I » 193 E 41 6325 00 701 0 99 110 1 199 E 41 632/
(| » 193 E 41 6394 00 701 0 99 110 [ | 199 E 41 630-
| » 193 E 41 6396 00 701 0 39 110 1 199 E 41 6301
(| » 195 E 41 6397 00 701 0 93 110 [ | 199 E 41 630
| » 193 E 41 6393 00 701 0 99 110 1 199 E 41 639"
| B 149G F 47 /4771 NN _TN1 N 99 110 il 100 = a1 M_‘v
|« [ I ] 3
|20 | =] 15 records displayed Acmunt:l:l
|| Break Totals Generate
| 20142015 Account
Account Number Working Breaks
I| There are no breaks defined. » | View Break
[ Total
Defails
\ _ooEEE
] [
H100% -

Your view should only include the accounts to which you have access. As you enter amounts for the
account numbers, the total at the top will accumulate the budget amounts—D0 Not go over your
allocation!

Each account number will be entered individually.
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6. OPTIONAL (but recommended):

OPTIONAL (but recommended):

OPTIONAL (but recommended): To add detailed information to your
budget account, select the drop down arrow (similar to reviewing your requisitions)

(7' Budgetary Entries - WF\AM\BM\BE\PR - 26270 - 05.13.10.00.09-10.2 - Windows Internet Explorer

@ htips: //skywardbis.mansfieldisd. org: 444 /scripts fwsisa. dll \WService =wsFin/fobrgbrws040.w
Budgetary Entries w5 (27

Processing Parameters
Budget Process Description: \Working Budget Budget Type: worki Fiscal Year: 2014-2015

Budgeted Amount For Selected Accounts

Total 2014-2015 Working: 0.00 CHANGES HAVE NOT BEEN SUBMITTED | Submit Budgetary Entries

*Individual Accounts with Detail Budget Li ttached are disabled from being modified at the account level.

**Account data as of 02/03/14. Account Details
\.'iews;lseneralj j ;l*Skward Defaultll hid @ & Save &
Continue
Account Numbs 2014-2015 - Later
c 14 BD \Working Submitted Fund TYPE FUNCTIOM OBJEY
» 190 E 11 6411 00 003 O 11 011
Expand All Collapse All View Printable Details
w Detail Budget tems -/ Edit Detail Budget Items
Mo Budget Details available his account and fiscal year
b 199 E 11 6411 00 003 O 11 483 E 11 6411
b 155 E 11 6411 00 003 O 23 230 199 E 11 6411
p 1995 E 11 6411 00 004 O 11 011 199 E 11 6411
b 15% E 11 6411 00 004 O 23 230 199 E 11 6411
| | 3
|100 x| M4 4 » W 100 records displayed Account:l:l
Break Totals Enter
Different
Account Number 2”:,:;2;; Account
Breaks
= | )
183 R 00 5711 —— ——= - -= -—- 0.00 View Break
] Total
188 R 00 5712 —-— ——— - —= -—- 0.00 Details
193 B 00 5718 —— ——— — —— ——— 0.00 ) '
198 R 00 5739 - ——= = —= —— 0.00
TG0 D AN RTAT o e o e e nonin i
1| ¥
H100% ~+ g

When the drop down menu appears, select “Add/Edit Detail Budget Items” under detail budget items.
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7. An additional screen will pop up, and you may select “add” in order to provide detailed
information on this particular account code:

& Detail Budget Ttems - WF\AM\BM\BE\PR - 26270 - 05.13.10.00.09-10.2 - Windows Inter... JHj[=]

Detail Budget Items @O 5 2

Budget Account Information
Account Number: 199 E 12 6411 00 002 0 11 310
Budget Type: Working
Fiscal Year: 2014-2015
Total Amount: 0.00

Views: [General =] Filters: [*Skyward Default 7] T L ®E| & i

Edit

;I Delete

Clone

Line Mbr & | Description Amount

There are no records fo display; check your filfer seftings.

MMove Up

Move Down

Back

A
|z|:| 'I 0 records displayed

o+ 100% - v
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8. Enter information in the *Description box.

Enter an Amount in the *Amount Box.

£ Detail Maintenance - WF\AM\BM}BE\PR - 26270 - 05.13.10.00.09-10.2 — =]

@ https: //=kywardbis. mansfieldisd. org: 444 =cripts fwsisa . dil W Service =wsFinfobrgedit049
Detail Maintenance (- IR T
Save

Detail Budget Item Maintengnce

Line Mumber: Back

* Description: l/

Pr1axim/"n characters: 256, Remaining characters: 256
*Amount:[ ¥ 0|

Asterizk (*) denotes a required figld

H100% v g

Select “save”

Select “back” when through entering details.
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9. When through entering amounts, your allocation should match the total at the top of the
Budgetary Entries screen:

E Budgetary Entries - WF\AM\BM\BE\PR - 26270 - 05.13.10.00.09-10.2 - Windows Internet Explorer
@ htips: //skywardbis.mansfieldisd. org: 444 /scripts fwsisa. dll M Service =wsFin/fobrgbrws040.w
Budgetary Entries w5 (27

Processing Parameters
Budget Process Description: \Working Budget/Summi Budget Type: Working Fiscal Year: 2014-2015

J

Budgeted Amount For Selected Accounts,
Total 2014-2015 Working: 1,800.00 CHANGES HAVE NOT BEEN SUBMITTED Submit Budgetary Entries

*Individual Accounts with Detail Budget Lines attached are disabled from being modified at the account level.
**Account data as of 02/03/14. Refresh Account Details

\.'iews;lseneralj Filterg;l*skyward Defaultll hid @ & Save &
Confinue
Account Number 2014-2015 Later
Fni T Fo OBy So Org F Pi Lot & \orking | Submitied | Fund TYPE FUNCTION OBJE( | ———
b 199 E 12 6411 0 99 E 6411J
» 195 E 12 6435 00 002 0 93 310 |:| 199 E 12 6495
» 193 E 12 6495 00 002 0 99 310 1 199 E 12 6499
b 199 E 12 645 00 002 © 11 310 Y [ 199 E 12 6645
b 193 E 12 6645 00 002 0 11 310 7 1 199 E 12 6649
b 195 E 12 6665 00 002 0 11 310 Y [ 199 E 12 6669
b 195 E 12 6665 00 002 0 93 310 1 199 E 12 6669
» 199 E 13 6118 00 002 0 93 310 [ 199 E 13 6118
B 190 F 13 A1471 00 002 0 11 310 I i 1aq E 12 F\Idilll
4 »
|100 x| M4 4 » W 65 records displayed Account:l:l
Break Totals Enter
Different
Account Number Zu‘lvd;fkﬂi:; Account
Breaks
1,800.00 —
_ View Break
e 0.00 A
199 R 0.00 Details
199 - - 0.00
198

o I — o
1] ,

H100% ~+ g

78 | Page



Business and Financial Services Office Staff

Accounts Payable Department by Vendor

Patsy Fellers 817-299-6308 #, A, B, C, D, E, F; Game Workers, Construction, Bond
Heather Hess 817-299-6313 G, H, I, J; Travel, Mileage, Hotel, Activity Fund Checks
Beth Kirsch 817-299-6315 K, L, M, N, O, P, Q; Meal $, Extended Play

Deanna Brogden 817-299-6314 R,S,T,U,V, W, X,Y, Z; Utilities, Special Pays

Accounting
Activity Accountant (Fundraisers, Sales Tax, Bank Reconciliations, etc.)

Gisselle Rivera-Franco 817-299-6307

Susan Ebert

Tara Rockafellow
Marinda Bramlett
Jeannette Slack

Ryan Blodgett

Budget Coordinator (transfers, amendments, and request for budget code to be built)
Natasha Whetstone 817-299-6388

Business and Financial Services office
Dr. Karen Wiesman
Chelcie Howley 817-299-6304 (Skyward Reports)

Payroll
Denise Miller

Jessica Spaulding
Lucy Dillard
Elizabeth Yates
Joyes Dolliole
Kristen Mayer

Purchasing
Ed Harper 817-299-6093

Pam Fennell  817-299-6092
Dottie Morrow 817-299-6094

Risk Management
Shelley Taylor 817-299-6330
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