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Chapter 1. Check Requests

This document describes the process to follow when requesting a check. Check Requests will be used
to submit a Direct Pay, Prepayment or Reimbursement from Internal Funds Request.

Direct Pays are authorized in School Board Policy, 5.02 (6), see attached. Prepayments may be
submitted for registration, tuitions and fees. Schools may request reimbursement for items purchased
using school internal funds which should be paid with district budgetary funds.

NOTE: Check requests for all travel claims (including student travel and non-employee travel) must
be submitted within 90 days of the last day of the trip.

[Revised: June 2016]
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To request a Check Request in Skyward:

STEP 1: NAVIGATE TO CHECK REQUESTS MAIN SCREEN

Check Requests are entered under the Financial Management Module. Verify that you are in the
Financial Management Module.

NAVIGATE TO THE FINANCIAL MANAGEMENT MODULE

i N
(& Web Financial Management - WF - 10636 - 04.12.02.00.17 - Windows Internet Explorer [E= e
|g|,f https://skyward.iscorp.com/scripts/wsisa.dll/W5ervice=wsfinescambiatrnfl/sfmhom01.w ﬂ|

> e Escambia Couﬂt};__ FL 7 K7  Account | Preferences | Exit ?
SKYWARD"
Account

Accounts =~ Accounts Fixed Inventory | SBAA Custom | Federal/State

pamioe, Burtasion Payable = Receivable = Assets Reports Reporting

Management

‘ H E Financial Management egaent E d ﬂTask Manager ‘I:]’Favmitesv ‘T_-I New Window 'ﬁlhﬂy Print Queue
L. Human Resources _ -
o Product Setup ity Print Queue Jump To Other Systems

No favo Job Status

| [@ Financial Management

No items aPsiable. 1 Human Resources

" Product Setup

Click Jump to Other Systems or the
Home button to access other Systems

From the Main Screen

1 | Click oNJump O OTHER SYSTEMS: Financial Management or
2

Click the m' Button and select Financial Management from the selection of systems

NAVIGATE TO THE CHECK REQUESTS MAIN SCREEN

s [
2 Web Financial Management - WF - 10636 - 04.12.02.00.16 - Windows Internet Explorer E=E
|g|/f https://swyward.iscorp.com//scripts/wsisa.dll/WService=wsfinescambiatrnfl /'sfmhom0L.w £|

/./"_ Escambia Countv. FL 7 #7  Account | Preferences | Exit ?
SKYWARD
Account . Lol Accounts | Fixed BAA Custom = Federal/State
Y| Management pamioa, Burtasin EIEINEN Receivable  Assets oty S Reports Reporting
< Ql o« Finahgjal Management Setup e
~ Accounts Payable Setup ~ Credit Cands Setup + Check Requests Setup
Automated Clearing House q Review/Submit Submit ff_‘|
Reports q Approve Transaction Approve 4
Activity Cl Activity U]
~ Expense Reimbursement Setup Reports L Generate Invoices Un|
Generate Invoices D Click Accounts Payable to access the AP sub-menu then Click
History Submit from the to access the Check Requests sub-menu .

[Revised: June 2016]
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From the Financial Management Screen

Accounis
3 | Select from the Financial Main Menu,

Select CHECK REQUESTS: Submit (CH\SQ)

4
« Breadcrumbs: WF\AP\CH\SQ

The Submit Check Request screen opens.

STEP 2: ADD A CHECK REQUEST

r N
. 2 Submit - WAAP\CHISQ - 26417 - 04.12.02.00.17 - Windows Intemet Explorer [= [ E [
From the Submit Screen: E
|,.’f https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiatrnfl/fapcrbrws001.w ﬂ|
— ESCa.mbla COHI‘H’\- I:L "7 7 Account Preferences Exit ?
i Add { ; .
Click the button. sinu
Account q Ma Accounts  Fixed Custom Federal/State
Lomeg = Management endoriict aeing Receivable | Assets DxeniarppSaAs Reports Reporting
< Submit ¥ & @8 2i1ask Manager 17 Favoritesw 4] New Window Fi My Print Queue
The Add Check Request
Views: | General[x] Filters:[**A11 check requests [+] ™ [ =) [Q Refresh
Screen OpenS. S S'OD Stalus Invoice Number Check Number | Vendor Name Y| CheckAmounl|  Due Bt
 Edit
Delete
Submit
Ciick the [Add] buton ks
Aftach
Clone
< [ | »
20 1 records displayed Check Request Number: \:I
#H100% -
L )

[Revised: June 2016]
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STEP 3: COMPLETE CHECK REQUEST DETAILS

The Add Check Request Screen is used to provide Check Request and Detail Line information.

1 | Enter primary Check Request Information

I N
(& Add Check Request - WRAP\CH\SQ - 26417 - 04.12,02.00.17 - Windows Internet Explorer [ilﬂlﬂ
|5|/f https://skyward.iscorp.com/scripts/wsisa.dll/W5ervice=wsfinescambiatrnfl/fapcreditdil wiisPopup=true ﬂ|

Add Check Request [ ey 13-
Check Request Information Submit For
Approval
* PO Group: [101 - JIM ALLEN ELEM-GENERAL
. Check Spelling
* Invoice Number: |D120614
. - San d
* Invoice Date: 06/08/2012 El Friday FinTs“: f;ter
* Vendor: FL ASSN OF SCHOOL ADMIN 326 WILLIAMS STREET TALLAHASSEE FL 32303 - Back
* Description: [2012-2013 DUES FOR FSFA
* Due Date: |07/05/2012 E| Thursday [ po not mail
Check Amount: 350.00
Check Request Detail Line Entry
Detail Invoice Entry F F
Detail Line Description 1099 Invoice Amount ‘E
|DUES FOR PRINCIPAL | @ [ 200.00| |
General Ledger Account Distribution Accounting Amount
Account [1110E6200 0622 0031 01080 00000 00000: GENERAL FUND/INSTRUCTIONAL M/AV MATLS-NON + 200.00 More
Detail Invoice Entry
Detail Line Description 1099 Invoice Amount
[DUES FOR AP | @[ 150,00/
General Ledger Account Distribution Accounting Amount
Account|1110E6200 0622 0031 01080 00000 D0000: GENERAL FUND/INSTRUCTIONAL M/&V MATLS-NON= 150.00 More
Detail Invoice Entry
Detail Line Description 1099 Invoice Amount
| | [ [ 0.00] T
General Ledger Account Distribution Accounting Amount
Account A More
*#100% -
L

CHECK REQUEST INFORMATION

FIELD FIELD DESCRIPTION

PO Group The down drop list contains a list of all Cost Centers that you have rights to
enter a Check Request for. This also determines the account coding that you
have access to.

These are the same groups that are used for Requisitions.

*All Cost Centers have at least one group labeled GENERAL. If you are a Title |
school, then you will have a separate group labeled Tl to be used if any item on
the Check Request is purchased using Title | funds.

Invoice Number If there is an invoice number on the document to pay, use that invoice number.
If it is a document without an invoice number, use the following protocol for
numbering.

v" Travel Related Payments

[Revised: June 2016]
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Prepayment for Registration/Tuition fees through the Travel Department,
start with the letters TR and the year (YY), month (MM) and day (DD) -
(YYMMDD) for the first day of the trip/event.

For example: Registration for a conference on July 15, 2013 would be
TR130715.
v" Non Travel Related

If it is for a payment which is not travel related (including reimbursements
to Internal Funds), use the letter D and the year (YY), month (MM) and
day (DD) - (YYMMDD).

For example: A direct payment for postage on July 15, 2013 would be
D130715.

v Student Reimbursements for Student Travel
SR and the year (YY), month (MM) and day (DD) - (YYMMDD). Use the
date of the first day of the trip. The description field must explain
where the trip was to, who went and the purpose.
Remember that all travel claims (including check requests for student
travel) must be submitted within 90 days of the last day of the trip.

v’ Pell Grants
PG and the year (YY), month (MM) and day (DD). Use the date on the
payout sheet.

v If you are entering multiple invoices with the same letter prefix, date
and vendor, you can just add a different letter to the end of each
invoice number.

Invoice Date Date of the invoice

Vendor Enter a vendor.

1. Begin typing the name of the vendor and the system will display refined
matches as you type or
2. Click the *Vendor hyperlink to open a new window “Valid Remit-to
Vendors/Payors Selection”
a. Enter the name of the vendor
b. Click the Select button to select vendor and return to the
Submit Check Request Screen or
c. Click the Back button to return to the Submit Check Request
Screen without making a selection.

[Revised: June 2016]
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@ Valid Remit-to Vendors/Payors Selection - WRAPVCH\SQ - 26417 - 04.12.02.00.17 - Windows Internet Explorer SRACE X
¢{7 hitps://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinescambiatrnfl/fcommname001 2vProgramid=fcommnamed01.w&hICodeType ﬂ\
Valid Remit-to Vendors/Payors Selection @52
Valid Remit-to Vendors/Payors | qu
Options
Hame a Address City Stale | Zip ‘ Select
FL ASSN OF SCHOOL ADMIN 326 WILLIAMS STREET E-EI* B
FL ASSN OF SCHOOL PRSNL ADMIN 2757 W PENSACOLA 5T TALLAHASSEE FL 32304
FL ASSN SCHOOL SOCIAL WORKER 3026 HIGHLAND STREET NORTH SAINT PETERSBUR FL 33704 B
FL ASSOC OF MATHEMATICS 200 N CLARA AVENUE DELAND FL 32720 B
FL COUNCIL FOR SOCIAL STUDIES 5775 OSCEOLA TRAIL NAPLES FL 34109 B
FL COUNCIL OF TEACHERS OF MATH PO BOX 561177 ROCKLEDGE FL 32956-117 B
FL DEPARTMENT OF EDUCATION 325 W GAINES STREET TALLAHASSEE FL 32399-0400 B
FL DEPARTMENT OF EDUCATION 325 W GAINES STREET RM 244  TALLAHASSEE FL 32399-040( B (=
FL DEPT AGRICULTURE & CONSUMER 1203 GOVERNOR'S SQ BLVD SUT TALLAHASSEE FL 32301-2961 B
FL DEPT AGRICULTURE & CONSUMER PO BOX 6700 TALLAHASSEE FL 32314-670C B
FL DEPT OF ENVIR PROTECTION PO BOX 3070 TALLAHASSEE FL 32399-240( B
FL DEPT OF HWY SAFETY & MOTOR. 2900 APALACHEE PARKWAY TALLAHASSEE FL 32399-050C B
FL DEPT OF INSURANCE DIV OF WC PO BOX 7300 TALLAHASSEE FL 32399-730( B
FL FNDTN FOR FUTURE SCIENTISTS PO BOX 162393 ORLANDO FL 32816-299: B
FL FOREIGN LANGUAGE ASSOC 2615 SILVER RIVER TRAIL ORLANDO FL 32828 B
FL LEAGUE OF IB SCHOOLS 8326 TREE FARM ROAD PANAMA CITY
FL SCH LABOR RELATIONS SERVICE 203 S MONROE STREET TALLAHASSEE
s s s nace mownnTa nium conT wnsrne
20 H4 4 » W 20 records displayed Name:
Enter the Name ofthe vendor. Click the Select bution to seledt the
vendor and return to the Submit Check Request Screen or dlick the
Back buien fo return without making a seleciion
®100% -

Description Provide a description of the *item.

*If the “Do Not Mail” box is checked, include the reason the check should be
held, the contact information of the person requesting the check be held, and
the person who has authority to pick up the check.

Due Date Enter the Due Date; defaults to today’s date

Do Not Mail If for some reason you need the check to be held for pickup, put a check in the
do not mail box and in the Description Box be sure to include the reason the
check should be held, the contact information of the person requesting the
check be held and the person who has authority to pick up the check. It is only
under unusual circumstances that checks can be picked up... i.e. a court
settlement where check is needed at moment of settlement.

2 | Enter Check Request Detail Line Entry information

CHECK REQUEST DETAIL LINE ENTRY

FIELD FIELD DESCRIPTION

Detail Line Entry Provide a description of the line item
Invoice Amount Enter the total amount of the line item
General Ledger Enter the appropriate account number. Up to 4 account numbers can be used

Account Distribution | per line item.

To enter, begin typing the account number and the system will filter and display
the first 25 accounts that match the entered data. Continue entering the
account number until the appropriate account number is displayed.

More Click the "= __'button to add additional Account Distributions. Up to 4
account numbers can be used per line item.

« Required fields are marked with an (*)

[Revised: June 2016]
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STEP 4: SUBMIT FOR APPROVAL OR SAVE AND FINISH LATER

Once all pertinent information is
entered

Check Request

Submit for
approval

1 Select either the button

if you are finished or

Save and

Select the | mshLater | hytton to
2 | save your work and
complete\submit at a later time

You will be returned to the main
Submit Check Request Screen.

(& Edit Check Request - WRAP\CH\SQ - 26417 - 04.12.02.00.17 - Windows Internet Explorer = | O ]
[ 7% nttps:/siyward iscorp.com/scripts/wsisa.dll/Wervice=wsfines Fapereditd01 wlisPopup= al
Edit Check Request @GSz
Check Request Information =
‘Approval
* PO Group: [L01 - JIM ALLEN ELEM-GENERAL (Chick Submtfor Approval or Cick ook Soclin
- Lheck Spelling
* Invoice Number: [D120614 Save and Fnish Laer e
* Invoice Date: [06/08/2012 |3 Friday | Sweand
= Vendor: FL ASSN OF SCHOOL ADMIN 326 WILLIAMS STREET TALLAHASSEE FL 32303 - —_—
* Description: 2012-2013 DUES FOR FSFA
* Due Date: [07/05/2012 |3 Thursday [0 Do not mail
Check Amount: 350.00
Check Request Detail Line Entry
Detail Invoice Entry — F
Detail Line Description 1099 Invoice Amount |E
DUES FOR PRINCIPAL ] @ [ 200.00 I
General Ledger Account Distribution Accounting Amount
Account |1110E6200 0622 0031 01080 00000 00000: GENERAL FUND/INSTRUCTIGNAL M/AV MATLS-NOI = 200,00/ Mere
Detail Invoice Entry
Detail Line Description 1058 Invoice Amount
DUES FOR AP 1 B8 [ 150.00/
General Ledger Account Distribution Accounting Amount
Account |1110E6200 0622 0031 01080 00000 00000: GENERAL FUND/INSTRUCTIGNAL M/AV MATLS-NOI ¥/ 150.00/ [ More
Detail Invoice Entry
Detail Line Description 1099 Invoice Amount
[ ] B[ 0.00] M
General Ledger Account Distribution Accounting Amount
Account ] More
®100% ~

You will be notified via email when the Check Request has been approved.

[Revised: June 2016]
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Chapter 2. Miscellaneous Functionality

OVERVIEW

From the Main Submit Check Request Screen, the following things can be done

Main Submit Check Request

[ @ Submit - WRAMCH\SQ - 26417 - 04.12.02.00.17 - Windows Initernet Explorer Lo ) |
:li’f hitps:/skyward isconp.com'scriptsfwisa, dILWSerace= wifinescambistrnfl TapcrbrasDl w ﬂ
l,.-"". Escambia ':..i}ll'lll:-'. FL HTHT  Accound  Preferences Exil 7
SKYWARD
Account " Accounts [T Fixad Cusiom Federal’Stale
Home |+ Managemen Vendors | Purchasing Receivable = Assets 'MYenory SBAA Reporis = Reporting
1 H Submit b :? _ -.a Task Managesr i Favoniesw ';,‘ | Hew Window ﬁl!.-l.' Print Oueus
Wi -‘ﬂne:a;zl Filgrs: | **All check requeats - T bl =) & Befesh
ﬁ::ﬁ“&?:’*"' ;ﬂr Siatus Inveice Humber Check Humber | Vendor Hame -
[3-7]
Deplede
St
Holes
ARaCh
CAome
4 || ] )
F j 1 records displayed Check Request Number:
+‘1m -
Button Functionality ‘ Button Functionality
Refresh Refresh the contents of the Screen O View the Details of the CHK REQ
Print Print the Check Request Add Add a New Check Request
Edit Edit the selected CHK REQ Delete Delete the selected CHK REQ
Submit Submit the selected Check Request Notes Add Notes to the selected CHK REQ
Attach files or links to the selected = Clone the selected CHL REQ to
Attach one
Check Request create a new CHK REQ

[Revised: June 2016]
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VIEW CHECK REQUEST DETAILS

&8 Submit - WRAP\CH\SQ - 26417 - 04.12.02.00.17 - Windows Internet Explorer [E=E=E
1 | Select the CHK REQ i = ,
[ nttps://sioward iscorp.comy/scripts/wsisa.dil/WService=wsfinescambiatrrfl/faperbrws00L.w al
f Escambia COLInl'y. FL H7 H7 Account | Preferences Exit ?
Click the i button sfuann
Account " LITLIES  Accounts Fixed Custom Federal/State
to expa nd th e Home ||, Aceount | Vendors Purchasing [SESSEgEll Accounts | | Inventory | SBAA | Custom | Federals
2 <4/ Submit ir B 88 i TaskManager 5.7 Favorites= 9] New Window Fo8 My Print Queus
details of the Check Views: [Samezail=] Fiers: [FFALL check raussts =l ¥ W ® &, e
Req u est ﬂfﬂdb(efejum GPIOD Status Invoice Number ‘Check Number | Vendor Name ( Print ]
~ 000000000000002 | 101|Adding Rast FL ASSN OF SCHOOL ADMIN —
Expand Al Collapse All Modify Details (displaying 3 of 3) View Printable Details [ Edit |
Clle the EXpand A” + Check Request Information R
‘Check Request#  000000000000002 Invoice # D120614 [ ]
d I I Invoice Date: 06/08/2012 Request Amount: 350.00 | Submit
to expa n a Due Date: 07/05/2012 Do not mail: No
. PO Group: 101 - JIM ALLEN ELEM-GENERAL [ Notes |
detalls Description: 2012-2013 DUES FOR FSFA —_—
Vendar: FLASSN OF SCHOOL ADMIN 326 WILLIAMS STREET TALLAHASSEE FL 32303 ledittmen.]
Entered By: it7 it7 on 06/M12/2012
| co |
(ChECk Request « Check Request Detail Line Entries —
Description Invoice Number Invoice Date
General Ledger Account Distribution Accounting Amount
Info, Check Request
DUES FOR PRINCIPAL D120614 06/12/2012
: 4 4 1110E6200 0622 0031 01080 00000 00000 200.00
3 | Detail Line Entries, oues Fom AP p— p—
1110E6200 0622 0031 01080 00000 00000 150 00
Approval History) oy e
Date Time Status Approval Level Name/Note
Mot Yet Submitted Level 3 DOMBROSKIE, JOHN T
Mot Yet Submitted Level 2 SHAUD, LAURA F
MATHIS, WANDA J
Mot Yet Submitted Level 1 WATTS, RACHEL
El n m— [3
1 records displayed Check Request Number:| |
H100% v

[Revised: June 2016]
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PRINT A CHECK REQUEST

Select the CheCk @ My Print Queue - 04.12.02.00.17 - Windows Internet Explorer SRRCE X
1 |,.ﬁ hitps://skyward.iscorp.com/scripts/wsisa.dIl/WService=wsfinescambiatrnfl/gprtbrws002.w ﬁ|
RequeSt My Print Queue [ e~
; 2. Print Queue for It7 Tt7 B @[ View
H Print =
CIICk the BUtton Date + Time | Report Description W Status Time Format | Curent Key Delete
[Foe/12/2012 Tae | 10042 | ponk b Check Requestvoucher | e R - e
08/12/2012 Tue 10:25 AM Print AP Check Request Voucher Completed PDF Convert to
06/12/2012 Tue  4:28 AM Create Accounts Completed  00:00:20  utility Excel
H View Status
The My Prlnt Queue Report Finished Processing Schedule
Th rt Print AP Check R t Voucher has finished _This
Screen Opens prnecgiﬁ?:‘g i ecl equest Voucher has Tinishe ——
Tasks
2 Monitor This
e e Back Manitoring
Tasks
. Back
< [ r
3 records displayed
Records above are automatically deleted after 2 days.
#100% -
After processing, the Report Finished Processing Dialog displays.
3 | Click the Dienizy Regort button to view the report.
Escambis County, FL
FL ASEM 002 Check MNo. Mot printed
FL AS5EN OF SCHIOL ADMIN Check Date ot printed
Check Type
326 WILLIAMS STEEET
TALLAHASSEE, FL 223032
Inrcics # Che Rqst $# Dosoripricn Inr Tmka Qroes= h =14
hocount  Ihorber Rooount Amounk
D12061% oonOoRERGONNN0E  2012-201% IUES FOR FSFR LI ETETE ZEN, 00 ZE0 .00
1110ECE00 dEdd 00FL 0LO%0 00000 00000 200, 00
1110ECE00 dEdd 00FL 0LO%0 00000 00000 150, 00
. Back . .
4 | Click the "2 button to return to the Main Submit Check Requests Screen

[Revised: June 2016]
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ADD A NOTE
1 Select the CH K REQ @ Notes - WRAP\CH\SQ - 26417 - 0412020017 - Windows Intemet Explorer oo )
[ 4 https./skywardiiscomp.comscripts/usisa il WService=wsfinescambiatmfl/foreqnote00Lw a
. Notes @ OS2
2 | Click the . "= button
Views: [EZZH[~] Filters: [*Skyward Default[v] Y & @ aa |
The Check Request Notes Screen displays " —

Click the' 29 | putton to add a new
Note

20 [] 0 records displayed

®100%

The Add/Edit Note for Check Request Screen displays

s "
-:% MNotes - WRAPNCHASQ - 26417 - 04.12.02.00.17 - Windows Internet Explorer l = El é
|5I"E https://skyward.iscorp.com/scripts/wsisa.dll/W5ervice=wsfinescambiatrnfl/foreqnoted01.w ﬂ‘
Notes [ Il I
Add/Edit Note for Check Request: 000000000000002 Check
Spelling
* Mote Category: | CHK-REQ-NOTE -
[ s |
Entered Date: (06/12/2012 ;av:
Entered Time: 11:07 AM =
Entered By: it?, it7
* Note:| DUES INCLUDE 20% DISCOUNT
[C] protected (Read only to all users except the user that entered it.)
Asterisk () denotes a required field
#100%
L "y

Field Description
Note Category Select a valid Note Category from the drop down list
Entered Date Defaults to today’s date; cannot be edited
Entered Time Defaults to current time; cannot be edited
Entered By Defaults to current user; cannot be edited
Note Enter the Note Description

4 | Clickthe - 2™ button to return to the Check Request Notes Screen

5 | Click the B¢k button to return to the Main Submit Check Request Screen

“Notes

. The ' " !putton will now look like indicating a note is attached to the CHK REQ

[Revised: June 2016]



14 | Check Requests

ATTACH A FILE
Scan and attach all Avaliable Attachments for Check Request #
supporting documentation.
. . ) TRk Reguerit Ampchnenti « WPRARCHIS « DEI1T « 12020007 - Wisdows Itermet Explon "—'."*ﬁ
DO NOT Submit hardcopies P NPT ——————— _ E
to Travel. Check Request Attachments
Avrailabls Altachmenis bor Chack Regudaste 000000000000002 ii cr
1 Select the Check — — T
Request T
2 | Click the |_#t=ch | button
The Check Request
Attachments - Avaliable ;
Attachments for Check
N Qs -
Request # Screen displays
3 | Click the 2% | putton, the Add Check Request Attachment Screen displays
Add Check Request Attachment for Check Request #
f () Check Request Attachments - WRAPVCH\SQ - 26417 - 04.12,02.00.17 - Windows Internet Explorer [ =HNC éjw
|5|""r https://skyward.iscorp.com/scripts/wsisa. dll/WS5ervice=wsfinescambiatrnfl/fattmview003.wiisPopup=true ﬁ|
Check Request Attachments L enl o A
Add Check Request Attachment for Check Request# 000000000000002 chﬁf:
Type: |attachments ~ APCK-REQ ——
Entered Date: |05/12/2012 ;ack
Entered Time: 11:25 AM —
Entered By: it7 it7
* Description: INVOICE FOR 2012-2013 DUES
* Attached File: C:\Users\jnash\Desktop\ESCAMEIA County School District\ TRAINING\INVOICE. [CRtmess
Asterisk (*) denotes a required field
F100% ~
Field Description
Type Select the Attachment Type from the Drop Down selection
Entered Date Defaults to today’s date; cannot be edited
Entered Time Defaults to current time; cannot be edited
Entered By Defaults to current user; cannot be edited
Description Enter the Attachment Description*

[Revised: June 2016]
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*If a school is requesting reimbursement for expenditures, reference the SBAA
check numbers in the Description of the Check Request and that they are SBAA
checks. Then attach copies of the invoices. It will not be necessary to provide a
copy of the check.

4 | Click the E

3 button to browse your file system

5 | Select the file to Attach.

6 | Click the - == | putton to return to the Submit Check Request Main Screen

“Aftach

¢« Thel atzh | button will now look like to indicate that an attachment associated with the
Check Request.

« If a school is requesting reimbursement for expenditures, reference the SBAA check numbers in the
Description of the Check Request and indicate that they are SBAA checks, then attach copies of the

invoices. It will not be necessary to provide a copy of the check.

[Revised: June 2016]
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Appendix: Business Services

(6) GENERAL PURCHASING AUTHORIZATION FOR SPECIFIC COMMODITY CLASSIFICATIONS:

Purchase of certain goods and services, expenditures, fund transfers, etc., that do not lend
themselves to normal competitive purchasing procedures will have general purchasing
authorization. Expenditures for the specific commodity classifications listed are authorized for
direct payment, subject to normal approving signatures, policies and procedures, and
availability of budgeted funds. Such expenditures will be reviewed and approved by the
Purchasing and Budgeting Departments prior to payment.

A. The School Principal or Department Director/Manager will be responsible for the
appropriateness of the expenditures and availability of funds. Upon receipt of the
appropriate form, supporting documentation and signatures, and all required approvals, the
Accounting Operations Department will be authorized to generate a direct payment to the
supplier for the following:

1
2
3
4
5.
6
7
8
9

10.
11.

12.

13.
14.
15.
16.

17.
18.

[Revised: June 2016]

U. S. Postal Service or reimbursement to school for same.

Vehicle licensing and registration fees.

Bridge passes.

Employee reimbursements as authorized by the bargaining contract.
Registration for workshops, conferences, and seminars.

Student admission fees (zoo, museums, drama performance, etc.).
Legal ads & advertising in newspapers & magazines.
Freight/shipping expenses billed by a freight carrier separately.
Professional association fees and dues.

Petty Cash reimbursement Finance.

Legal expenses and fees (attorney fees, Administrative Hearing Officer, court recorder
fees, transcript fees, polygraph, etc.).

Employee medical expenses associated with a Workers' Compensation claim subject to
5.09(10) S.B.R.

Groceries for Home Economic classes.
Employee insurance premiums, claims, or reimbursements.
Permitting fees as required by law.

State assessed fees (retirement, unemployment compensation, workers compensation
self-insurance fees).

Bank and fund transfers.

Utilities, gas, electric, water, etc.
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19. Legal settlement payments subject to 5.09(10) S.B.R.

20. Real property purchases.

21. Teacher certification and renewal fees.

22. Teacher/employee reimbursements as authorized by various grants.
23. Employee Teacher Lead Disbursements.

24. Fees for student testing services and materials e.g., Advanced Placement and
International Baccalaureate tests.

25. Other goods or services within the guidelines specified in 5.02(6) S.B.R. but not listed
above with the written approval of the Assistant Superintendent Finance and Business
Services.

B. All authorized expenses paid directly by individuals traveling on behalf of the District
including hotel/motel room rental, meal allowance, automobile rental, airline tickets, tolls,
parking fees, and out of county workshop/seminar registration etc. will be submitted
through the appropriate Travel Accounting Office for reimbursement directly to the
employee and/or consultant.

C. Except for utilities, legal fees, employee insurance premiums, claims, or reimbursements,
bank and fund transfers and state assessed fees, direct payments require the following
authorizations:

1. Principal, department Director or Manager when payments do not exceed $3,000.00.

2. Assistant Superintendent when a payment is $3,000.00 or more but does not exceed
$7,500.00.

3. Superintendent when a payment is $7,500.00 or more but does not exceed the category
amount established in Section 287.017, F.S., for purchasing Category Two.

4. Expenditures exceeding the category amount established in Section 287.017, F.S., for
purchasing Category Two must be reported and approved by the Board.

[Revised: June 2016]



