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Chart of Accounts

The Chart of Accounts displays a list of accounts to which an individual has access to in the District’s
financial records. Use this area to view transaction details, postings, and balance information for specific
accounts.

Note: A menu path describes the path that should be followed to manuever to a certain area in
Skyward. The menu paths for the main Budgeting areas covered in this handout are provided for easy
accessibility.

The menu path for the Chart of Accounts is to click Financial Management, Account Management,
Account Master, Chart of Accounts.
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Budget Transfers

Budget transfers are used to transfer funds from one account to another showing a clear trail of
funds. Click Financial Management, Account Management, Transfers, Submit Transfers.
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To add a new Budget Transfer:
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There are no records to disply; check your fiter settngs.
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Budget Transfers

Your default Budget Transfer
Group should be displayed.

* Budget Transfer
Group:

* Figcal Year:|2012 - 2013

420 BUDGETING

* Transfer Type:|Expense v Rules

* Description: |4 DIGIT FUND MUMEBER - DESCRIPTION

AmoLnt: 0.00

General Ledger Account
Lecount:

* Description;

Genaral Ledger Accolnt
Lecount:

* Description:

General Ledger Accolint
Account:

* Degcription:

General Ledger Accolnt
Account:

* Degcription:

Budget Transfers

* Budget Transfer
Group:
*Fiscal Year:| 2012 - 2013
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1. Choose your account.

General Ledger A&t

;Account:f

420 BUDGETING

[CRIPTION

* Description:
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Choose the Fiscal Year.
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The Description should include the Fund
number, hyphen, and a general description of
the budget transfer. **The Fund number must
be the first 4 characters of the Description.**
Transfer Armount
v $ Transfer To v 0.00
Debit Amount Credit Amount
0.00 0.00
Transfer Armount
v $ Transfer From ¥ 0,00
Debit Amount Credit Amount
0.00 0.00
Transfer Amount
v S Transfer From 0,00
Debit Amount Credit Amount
0.00 0,00
2. Choose to Transfer From

or Transfer To this account.

5$

Account:

* Description:

4. Enter a description for this line.

General Ledger Account
Account:

* Description:
General Ledger Account

Account:

* Description:

General Ledger Account
Account:

Asterisk (*) denotes a required field

-~
\ Transfer Amount

Transfer From 0.00
Diebit Armount Credit Amount
0.0 0.00

3. Enter the amount. |ut

.00
Debit Amount Credit Amount
0.00 0.00

Transfer Amount

Transfer From 0.00:
Debit Amount Credit Amount
0.00 0.00

Transfer Amount

Transfer From + 0.00:
Debit Ameount Credit Amount
0.00 0.00

Transfer Amount
0,00
Credit Armonnt

Transfer From
Mehit Armonnt

?

| &g
Bubrmit for
approval

Save and
finish Later

Back

) W]

Submit for
approval

Sawe and
finish Later

Back



6. The Amount should always equal
zero because the Transfer To(s)

7. If finished, click to

and From(s) must equal for all submit for approval \ | & (7
funds involved. e
T approval
* Fiscal Year: Save and
* Transfer Type: Bules * Batch Mumber: |12-00002 finish Later
* Description: |4 DINET FUND NUMBER, - DESCRIFTICN Back

Armnount: 0.00

5. Fill in the next Transfer To or From account information.

Fr From

T ST

* Description:

General Ledger Account

Account:|1110E7500 0542 4203 02360 00000 00000 - GENERAL FUNDY/FISCAL SERVICES/FFEY s

* .
Descripton: Correct account

General Ledger Account

Transfer Amofnt

Debit Armount Credit

8. If you will finish this

rransz| transfer later click to Save

and Finish Later.

Transfer Aot

Account: v $ Transfer From ¥ 0.00
o : | Debit Ameount Credit Amount
escrption:
- 0.00 0.00
General Ledger Account Transfer Aot
Account; - $ Transfer From + 0,00
D o Debit Amount Credit Amount
escription: 0.00 0.00
General Ledger Account Transfer Amourt
Account: v $ Transfer From + 0.00
Miehit Ao int Cradit Armonnt
Asterisk (*) denotes a required field
SKYWARD
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‘ Submit Transfers e @ \—.} ‘ ] Task Manager . Favorites ¥ | New Window £ My Print Queue
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Create Date ¥ BT Group |S* [T Batch Description Debit Amount Credit Amount MNet Amount | Entereq add

There are no records to dispia# check your fiter settings.

Once a budget transfer is submitted, it
is waiting to be approved. Hover over
the S to see the status.

20 ~ | 0 records displaved Create Date: |l



Budget Summary Report by Cost Center (EGL 164)

The following steps to access your cost center’s Budget Summary Report only need to be completed the

first time you are printing the report. After the initial setting up of your report, you will only need to go

into the Budgetary Data Mining area, highlight the report, and click print. Click Financial Management,

Account Management, Budgetary Data Mining.
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5 d
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Edit Ranges Account Filter Details

Expense

Group
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Runtime Parameters Click Print. ‘ - e 1 |

Report Mame: |[EGL164 by Faciity. | Print |
Y e liegigll Entered Month | Back |
Select Month: | Tuly \ =
Year:| 2012 \ ~]
L Print | Select the Reporting
D %
PNt Month. If you selected
the Entered Month
Howe do you want to changd . | FParameters |
®.. .. option, enter the month | = |
O Change setup for this r| and year.
O Change setup for this r | Aozount Ranges |

Report Marme: EGL164 by Faciity. | Field Selection

You can either wait on this

screen for the report to finish
processing, or you can click
Back. When the report finishes
processing, you will be able to

view it in Mv Print Queue.

My Print Queue

If you stayed on the screen,
once the report has been
generated, you can click View
Report.

View Report
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07/02/2012 Mon 9:46 AM Print Screen - Web Financial Management - WF - 10€ Completed 00:00:40 PDF T
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1110E7300 03591 0031 01080 00000 0OOO0 FRINTING ECHOOL ADMINISTRE o.oo o.00 o.oo o.00 a.o00 a.oo
1110EE200 03%4 0031 01080 00000 0OOOD OTHER J INSTRUCTIONAL ME S552._00 o.00 o.o0 o.00 552.00 o.oo
1110E7900 03%4 0031 01080 00000 0OOOO PU OFERATION OF FLA o.oo 0.00 o.o0 o.00 a.o00 o.oo
1110BS100 0510 0031 01080 00000 0OOOD BASIC {FEFP K-12 4,546.00 0.00 a.o0 o.00 4,646.00 000
1110ES200 0510 0031 01080 00000 0OODD EXCEFTIONAL 20000 0.00 0.o0 000 200.00 a.00
1110E6120 0510 0031 01080 00000 0OODD GUIDANCE SERVICE 20000 0.00 0.o0 000 200.00 a.00
1110EE130 0510 0031 01080 00000 0OOOO HEALTH EERVICEE 200.00 o.00 o.o0 o.00 Z00.00 .00
1110EE200 0510 0031 01080 00000 OOOOO o.00 o.oo o.00 500.00 o.oo
1110EE300 0510 0031 01080 00000 0OOOOD H 0.00 o.o0 o.00 400.00 o.oo
1110E7300 0510 0031 01080 00000 0OOOOD Your report WIII Open' o.00 o.o0 o.00 1,000.00 .00
1110E7900 0510 0031 01080 00000 OOOO0 . o.00 o.o0 o.00 a.o00 o.oo
1110EE200 0530 0031 01080 00000 0OOO0 FERIODI and you can CIICk the o.00 o.o0 o.00 150.00 a.oo
1110EE200 0612 0031 01080 00000 0OOO0 LIBRARY . . . o.00 o.o0 o.00 a.o00 .00
1110me200 0822 0031 om0 nooa cance av ey PPIN iCON tO prlnt your 0.00 0.o0 o.00 1a3.00 000
1110E6200 0642 0031 01080 00000 00000 FURN FI 0.00 0.o0 000 250.00 a.00
1110E7300 0642 0031 01080 00000 00000 FURN FI report, 0.00 0.o0 0.00 a.00 0.00
1110E5100 0644 0031 01080 00000 0OOOD COMPUTEH 0.00 o.o0 o.00 a.o00 o.oo
1110EE200 0652 0031 01080 00000 0OODOD SOFTWI — o.00 o.oo o.00 250.00 a.oo
1110E7300 O 0031 01080 00000 0OOOD SOFTWARE-NON CAFI SCHOOL JADMINISTRE o.00 o.oo o.00 500.00 .00
1110E7TE00 0031 01080 00000 0OOOD OTHER MI EXFENS TRAMEPQRTATION S 0.00 o.o0 o.00 500.00 o.oo
1110E---- ---- 0031 01080 ----- ----- *REGULAR OFERATIO 10,526.00 o.00 o.oo o.00 10,526.00 a.oo




