SKYWARD

A Quick Refresher Course

www.usd320.com/skyward
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Go to Skyward Login Screen:
www.usd320.com/skyward

WARD

Wameqgo USD 320

Login:ll 1|9 Enter your Login and

Password: ; i
Password and Click Login
Chanae Pessuerd The first time you login,

Version: 04.10.06.00.00 you ShOUId use your IaSt

Web Browser: Internet Explorer 7 name and first initial for
Operzting Systermn: Windows XP your |Ogin and paSSWOI’d.
Example: smithj

smith |

Add the Skyward Login pzge to vour Favorites

Mzke the Skyward Login pzae vour Home Page

Done €0 Internst &1
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/= 0 -04.10.06.00.00 - Windows Internet Explorer

£ | https:ffusd320,net: 442 scriptsiogiip, exefWService=wsFinskyportexpired, wiredireck To=sfmhom01  wiinsecure=yes

Insecure Password

Your password is insecure. Please enter a new password.

User:
lzar Mame:
Mews Password:

This screen will not appear at every
login. This will more than likely only
show up the first time ever you log in.

Confirm New Password: |

Mumber of Special Characters Required:

1]
Minimurn Password Length: 5
Mumber of Passwords Before Reuse: 0

Marme Used As: SECURITY USER
EMPLOYEE

Enter your new
password in
the New
Password box,
and again in
Confirm New
Password

Then click Submit

You should then be
taken to the Skyward
home screen.
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https: fusd320. net: 442 i scripkscgiip. exe\WService=wsFin/semhom01, \
( [FINANCIAL wor | [EMPLOYEE (9 | \ _
MANAGEMENT ACCESS™ ' Exit  |mmb
avarites v [EMates  “@Prefarences  LiCreate Mew WM ngin Histary  ¥Heln / %ﬂy Print Quesue 2
-
imego USD 320 - — Tuesday, October 28th, 2008
This is your Skyward Homepage.

You will have two “tabs” across the top of your screen, Financial

7~

i X,
Management and Employee Access. In Employee Access you will
have two “buttons”, Employee Information and Time Off. The

Employee Information button contains information specific to you,

such as W-2 info, paychecks, etc. Take time to look through the
iInformation available to you.

Employee
Information

==

I g
_Schnorhi_ainagement Systems

PacC Software @ 2006 Skyward, Inc
Skyward® is a registered tradernark of Skyward, Inc All PaC™ products are tradernarks of Skyward, Inc
User-Defined Reports are for Export to Migosoft® Excel, WSpellactiver Spelling Chedier Copyright @ 2000 Wintertree Software, Inc,

All other brands and producks narmes are copyrights, tradernark s, or registeraed tradermarks of their respective owners,
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Fun Things To Do In
SKYWARD

« EMPLOYEE ACCESS
— View and/or print previous pay stubs

— Estimate what a future pay check will be
— View calendar year-to-date wages

— View current Federal & State withholding
status



Fun Things To Do In
SKYWARD

« EMPLOYEE ACCESS

— View leave balances, including detail of hours taken
by time off type

— Submit leave requests

« Remember any request for leave without pay must be
done on the PAPER leave request form and should be
approved by your supervisor before the leave is taken.



Fun Things To Do In
SKYWARD

« FINANCIAL MANAGEMENT
— Submit requisitions for purchases that you wish to make

— Submit requisitions to be reimbursed for purchases that
you've already made

 Remember, the receipt must be sent to the District Office
BEFORE you will be reimbursed.

— View purchase order history

— View your classroom budget
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PRODUCT - ff’\ alb| [HUMAN ',.r-\i E[\ 'i.\( | "s[ EMPLOYEE ()
SETUP \Yi=zirs IRESOURCES (R N1 ACCESS™ 4

MIEEs - True Time ﬂmntes ﬁPreﬁarences ECreate Mew Window [.Custnmerhccess - =My Print Queus

ser Name:_ Wednesday, July 13th, 2011
<=
TViE OFF K

From Employee
Access

*Click Time Off
Click My Time Off

Requests www.skyward. COITI

‘Do not use Previous K Y w H D
‘ersion of Time Off for e TP P

anything!)

Windows XP [ Internet Explorer 8

i
SIF Skyward® is a registered trademark of Skyward, Inc.
Al other brands and product names are copyrights, trademarks,
or registered trademarks of their respective owners.

CERTIFIED

Account Information | Change Passward | Login History
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/= 0 - 04.10.06.00.00 - Windows Internet Explorer

£ | https:ffusd320.net: 442 scriptsfogiip, exe W Service=wsFinrtorgbrws001 . w
*Favnr'rtes. - IEE’::'True Time Hutes. ‘“Preferences. |@Create Mew Window @Help = My Print ¢
Wamego USD 320 Jser Mame: KATHERINE WOLFGANG Wednesday, August 4th,

M Home Page | Beta Time OFf | My Time Off Requests

My Reguests - ard Default T @ Eg@

L pste | Time| Amount|Type |Status |vear |TmeOffCode lResson _________|pescripton _________[a |

Click
Filter Dptions Number of Records: EEM L Ap p |y

Browse Wiews: | General v| a0 Eiltar Fl I ter

Filters: B2 ryward Default

Zlone Filter

Create
Termparary
Filter

Lirilter Preferences W fitars prowided By skyward

Locked Columns: O

I €D Internet 100



/= 0 -04.10.06.00.00 - Windows Internet Explorer

£ | https:ffusd320.net: 442 scriptsfogiip, exe W Service=wsFinrtorgbrws001 . w

*FEI"-"IIII"['ZEEv IEE’::'True Time Hutes ‘“F‘references |@Creeﬂ:e Mew Window 'E'Help & My Print |

Wamego USD 320 User MName: _ Wednesday, August 4th,

M Home Page | Beta Time OFf | My Time Off Requests

My Requests - Skyward Default Y @ Eh
Time Off Code De=cription
0873172010 Tue 3:00 am 1Days |Used |Approvgd |Current |SICK LEAVE DAYS AUTOMATIC
08/08/2010 Fri 12:00 pm| 0.5Days|Used (Waiting] |Current |VACATION DAYS ALTOMATIC
0741672010 Fri 3:00 am 0h 45m |Used  |Approved |Current |COMP TIME HOURS AUTOMATIC
0872872010 Mon 3:00 am | 0,32 Days|Used |Approvad |Current [SICK LEAVE DAYS ALTOMATIC
071572010 Tue 400 pm [ 0,13 Days |Used  |Approved |Current |SICK LEAVE DAYS ALTOMATIC
06/1172010 Fri 12:30 pm | 0.38 Days (Used |Approved |Current |SICK LEAVE DAYS ALTOMATIC
05/04/2010 Tue 8100 am 7h 15m |Used |Approved [Current |COMP TIME HOURS ALTOMATIC
04/13/2010 Tue 3:00 am Eh 15m LIse-:! Apprm‘fq Current |COMP nrﬁmu—&gomnc
03/26/2010 Fri | 11:00am| 1h 30m|Used |Approvdd |Current |COMP TINETOORS —TROTOMATIC
0372472010 Wed 12:00 pr 1h 45m |Used |Approved (Current |COMP TIME HOURS AUTOMATIC

\

This screen will give you a
history of your leave
requests. You can see the
STATUS of your request
(Approved, Waiting, or
Denied)

Click ADD to enter a
new leave request

10 records displayed Date:]

Done €D Internet 100



0. /~ 0 -04.10.06.00.00 - Windows Internet Explorer

*Fa'-.rnr'rte 5w

£ | https:ffusd32y | & | https:)fusd320.neti442/scripts)ogip, exeWService=wsFin rtorgedit00]  wrisPopup=true
r ome Page | Beta Time Off | My Time Off Requests | Add

=3 A
q

W

I".-’ Print ¢

Wamego USD
M Home Page

Remaining Time Off

Time Off Code

COMP TIME HOURS

Remaining
Zh 40m

Approved Waiting

Available

Zh 40m

Future

) Mt (L el PERSONAL LEAVE DAYS 217 Days 217 Days give you
NECRA(l SICK LEAVE DAYS 10 Days 1 Days g Days |
D2/51 /20N vACATION DAYS S.05 Days 0.5 Days 4 55 Days yOUf eave
ogsoeszoy
S S — balances gy
veraaaa] | Tme OF Code: BTN NN v | o< = Oz for every T
0E/15/20 * Reason: | AUTCMATIC v|DetaiI... t e Of
G?'Ill'fzg Description: yp
05/04/20 leave
04/13/720 Maximum characters: 200, Remaining characters: 200 I bI
Q3/2e/20 T"I'rDE: @Slngle Da"r" a.val a e-
08/24/20 © Date Range
* Start Date: |08/04/2010 ﬂ"lWednesdav
Hours: 1] hl:uurs.lclcl | minutes
Start Time: | g |» || a0 |» || am V|
- Select additional employees to notify when this request is submitted and approved/denied
Select Employes(s]:
Asterisk (%) denotes a required field
10 records disp
javascript:if fchs('l . OB rebmm Ao

- 100



M Home Page | Beta Time OFf | My Time Off Requests | Add F=y

- Remaining Time Off
Time Off Code Remaining Approved Waiting Available Future > Enter th e t| me Off
COMP TIME HOURS 2h 40m 2h 40m
PERSOMAL LEAVE DAYS 217 Days 2.17 Days code you are
SICK LEAVE DAYS 10 Days 1 Days S Days 1
VACATION DAYS 5.05 Days 0.5 Days 455 Days req u eStI n g Ieave
- Time Off Request for
* Time Off Code: | EEYEREEI T, | ours per Day: 5h 00m
* Reason: | AUTOMAZTIC \VLDetaiI...
Description:
Maximum characters: 200, Remaining characters: 200 > Enter a ReaSO n ’ If yO u
Type: @ Single Day require a substitute
O Date Range
ou must select the
* Start Date: 08/04/2010 |ZE=|Wednesday y :
Hours: IZI|h|:|ur5 a0 % | minutes appI‘OprIate reason

Start Time:

05 wlloo w|an v

code, or you will not
r Select additional employees to notify when this request is submitted and approved/denied have asu b SCh ed u | ed
Select Employee(s):

for you Please see
slide 1 of Important
Notes for more

information
Asterisk (%) denotes a required field
@ Internet &1
is Start re cs a8

& Inbox for w... OE 2 Progress... -

% 3 Intermet, .,



M Home Page | Beta Time OFf | My Time Off Requests | Add F=y
- Remaining Time Off
Time OFff Code Remaining Approved Waiting Available Future
COMP TIME HOURS 2h 40m 2h 40m
PERSOMAL LEAVE DAYS 217 Day= 217 Davz
SICK LEAVE DAYS 10 Days 1 Days S Days
VACATION DAYS 5.05 Days 0.5 Days 455 Days
- Time Off Request ca S || k|n
* Time Off Code: | v | Hours per Day: 8h 00m SC ¢ gl |
* Reason: | AUTOMATIC v |Detail... abVe.W|h
o T submit the
B Enter a description of your absence here
Maximum characters: 200, Remaining characters: 200 req u eSt
Type: (®Single D . .
O bate Rane > You can select either Single Day or
* Start Date: [08/04/2010 |Fx] Wednesday If you are requesting consecutive
Hours: [ ]hours | a0 v minutes days you can select date range
Start Time: [ 08 v|:| a0 v” am v|
- Select additional employees to noti hen this request is submitted and approved/denied
Select Employee(s): N\
Enter a start date (and end
date of you selected date
range), total time off, and a
start time
Asterisk (%) denotes a required field
@ Internet &1

(S — - - - P 9 ] I
‘s Start CfE&CHs B0 o & Inboe fior v, OE 2 Progress... + 7 3 Internet...




/= 0 - 04.10.06.00.00 - Windows Internet Explorer

£ | https:ffusd320.net: 442 scriptsfogiip, exe W Service=wsFinrtorgbrws001 . w

*Fa‘-.-'nr'rtes - I@'True Time Hutes “F‘references |@Creeﬂ:e Mew Window "?x‘HeIp & My Print |
Wamego USD 320 User MName: _ Wednesday, August 4th,
M Home Page | Beta Time OFf | My Time Off Requests E
My Requests - Skyward Default T 9 G GFI!EFS:
Amount | Type Time Off Code Description __E

08/31/2010 Tue 3:00 am 1Days |Used |Approved |Current |SICK LEAVE DAYS ALUTOMATIC Dr. Appt at KU Med got resched
02/0&8/2010 Fri 12:00pm | 0.5Days (Used |Waiting |Current |VACATIOM DAYS ALTOMATIC Avysha's daycare doses at noon, -
07/16/2010 Fri 3:00 am 0h 45m |Used  |Approved |Current |COMP TIME HOURS ALTOMATIC out of town wedding
0&/28/2010 Mon 8:00 am | 0.32 Days |Used |Approved (Current |SICK LEAVE DAYS AUTOMATIC Funeral in Marysville
i 572010 Tue 400 pm | 0,13 Days |Used | Approved |Current |SICK LEAVE DAYS ALTOMATIC Aysha Dr. Appt

F11/2010 Fri 12:30 pm | 0.38 Days (Used |Approved |Current |SICK LEAVE DAYS ALTOMATIC Aysha sick, had to pick her up fr
05/04/2010 Tue 2:00 am 7h 15m |Used |Approved |Current |COMP TIME HOURS ALUTOMATIC Had to stay home with Aysha {d
04/13/2010 Tue 3:00 am 3h 15m |Used |Approved |Current |COMP 1EII3K LEAWVE DA"E}.LITOMA‘I‘IC Had to stay home with Aysha (d
03/26/2010 Fri 11:00 am th 30m |Used |Approved |Current |COMP TIME HOURS AUTOMATIC Function at Fort Riley

02/24/72010 Wed 12:00 pm 1h 45m |Used |Approved |Current |COMP TIME HOURS ALTOMATIC Brenda Jensen's Mom's Funeral ¢

[ | | ||| ([
(=]
L= B
[
]

You will be taken back to this screen. Your new request will appear in
date order in the left column. You can also edit or delete any
requests that are in “waiting” status, or are in the future. If an

approved request from the past needs deleted for some reason,
please contact Kati Wolfgang and she will correct it for you. You will
need supervisor approval to delete any leave requests. You are now
finished submitting leave. You can click Back to return to your main
screen. Remember to Log off Skyward when you are finished with it.

10 records displayed Da:e:iﬂ

nterne &
€D Internet 100



IMPORTANT NOTES

USD 320 Regular Ed & Special Ed Teachers: If you require a
substitute teacher YOU MUST CHOOSE THE REASON CODE
OF “USD 320 SUBSTITUTE TEACHER REQUIRED”. If you do
not, the leave request will not be forwarded to the sub caller and
you will not get a sub for the time you are gone.

USD 323 & 329 Special Ed Teachers: You will ALWAYS choose
the reason code of “USD 323 or USD 329 Sped Teach”. IF you
require a sub, you will need to go through your district to request
the sub. This leave request will only go to Mr. Bilderback for
approval. Because the building principals in USD 323 & 329 are
not USD 320 employees, they can not be added into the Skyward
approval process.



IMPORTANT NOTES

 |f you are requesting Professional
Development leave, you must enter the title of
the conference or meeting you are attending
as well as the PDC goal information in the
description box. If the reason code
automatically defaults to the description box,
you will need to click in the description box
and overwrite the default description with the
PDC information.




REQUISITIONS &
PURCHASE ORDERS

- Skyward Financial Management: FM - B01W (04.08.10.00.02) - Windows Internet Explorer,

£ | https:}fusd320.net: 442 fscriptsicgiip. exe/WService=wsFin/'sfrhomi1

FINANCIAL s EMPLOYEE
MANAGEMENT i ACCESS™

Wravarites » Hutes ‘“Prer’erences |@Create Mew YNodow QLngin Hist My ‘!:'Help
Wamego UsD 320

4dIme:




kbps:f fusd320.nek: 442 fscripts/caiip, exe M Service=wsFin foregmain0l . w

FVarites = Hutes ‘“F‘rer’erences |%Crezﬂ:e Mew Window E:]Lngin History @Help

& My Print Queue
nego UsD 320

User Name: Tuesday, March 3rd, 2009
lome Page | Purchasing | Requisitions

Click Apply\
Filter

Filter Options Number of Records: RIS Booo aliss \ .

Destination Browse: | Master W |

® Wiew Al OF My Requisitions
O wiew Only Requisitions Awaiting My Approval

€0 Internst Fo100% v




kbps:f fusd 320, nek: 442 fscripts/caip, exe M Service=wsFin foregmain0l . w

£

FVarites = Hutes ‘“F‘rer’erences |%Crezﬂ:e Mew Window @Lngin History @Help

& My Print Queue
nego USD 320 User Name: / . \ Tuesday, March 3rd, 2009
lome Page | Purchasing | Requisitions C“Ck on '\
(11 1 r
) Add Filter
- Options

ecords avaizhle b u tto n

,0123456789ABCDEEGHIIKLMNOROQRSTIUNWXYZ redueEony
wcords displayed

€9 Internst F100% v




£ tps:/jusda20 net 1.Select the appropriate 4
Requisition Master Information | Requisition Detail Lines/Accounting requisition group and
Requisition Master Information verify the correct fiscal
— Requisition Setup Information I year Save and
Reqguisition Group: | 001 - DISTRICTSFFICE N T J M
Fiscal Tear:|2c|11 - 2012 July 1, 2011 - June 30, 2012 v| /ﬁ:ﬁ:
® Account allocation by total requisition amount (YMA). Detail
(O Account allocation by each requisition detail line (YDA). Back
— Requisition Information \ /
_ o ( 2 Putin a 4 3. Select vendor.
* Description: |DISTRICT OFFICE SUPPLIES GENERAL If not in the list,

description of
the purchase

use “New
Vendor”. Be sure
to put all of the

/

* Vendor: [sTAPLES CREDIT PLAN on mny zeanzn oEs wormEs 12 4 MEw vendor
* Ship To: information in the
—'%ETSZ‘ 320 o NOTES section
Attention: |RRIYERINE WOLFGANG that follows.
* Due Date: 7= x| wednesday
Ship Date: [07/13/201 4. Select the %
Ship Via: | building where

Project/Grant: | you want the

Contract: | order shipped to. :|"

Asterisk (%) dencotes a required field

( 5. Click on Save and Add Detail if you only
have one item. Click on Save and Mass Add
Detall if you have multiple items




2 /5 FM\PURQIRQ - 2220W - 04.08.10.00.02 - Windows Internet Explorer M=
: Wt =

£ | https:/fusd320.net:442 scripts/ogiip. exefWService=wsFin/foregdet|001 . w % =

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

r Requisition Master Information
| Requisition Mumber: 0000002231 Accounting: Account allocation by total requisition amount. i
Group: (003) MIDDLE SCHOOL Amount: 0.00
Fizcal Year: 2008 - 2009 Ship To: WAMEGO MIDDLE SCHOOL
vendor: STAPLES CREDIT PLAN Description: 7TH GRADE MATH CALCULATORS
PO BOX 689020
DES MOTNES 1A 50368-9020
r Requisition Detail Lines \ Save
* i - 0 - - . . - -
Line Humber: ﬁ/ThIS is for individual items being Back
Line TYpe: (&) Merchandise ordered. Insert catalog number
O Narrative (item # or stock #), quantity, unit
Cataloa: [123ABC - of measure, and unit cost. The
T total will self-calculate. Enter a
description of the item. A line will
Unit of Measure: _ L
« Unit Cost| 1250000 need to be added for Shipping &
i ResE : Handling when applicable.
Total Amount: 312.50
* Description: |HANDY DANDY CALCULATORS|
Asterisk (%) denotes a required field ] —
Click on “Save”
to move to the
next section.
b
3
@
¥
IFi| €D Internet E100% -+

11 start E /T DEE &k 531, - & Irbo.. | EJ Micra.. | G Svs ' B, & L 432pM



& Requisition Detail LinesfAccounting - WRPLARFARQ - 10740 - 04.10.12.02.09 - Windows Internet Explorer

£ | https: | lusd320.net

3
Reguisition Master Information | Requisition Detail Lines/Accounting
Requisition Detail Lines/ Accounting
— Requisition Master Information Submit For
Batch Mumber: WEBREQ Approval
Reqguisition Mumber: 0000008259 Accounting: Account allocation by total requisition amount. Edit Master Save and
Group: (001) DISTRICT OFFICE Armount: 312.50 Motes Einish
Fiscal Year: 2011 - 2012 Ship To: USD 320 Attachments _ Later |
Vendor: STAPLES CREDIT PLAN Back
PO BOX 689020 Description: DISTRICT OFFICE SUPPLIES
DES MOINES 1A 50268-9020

— Requisition Detail Line Items

Requisition Detail Line Items

After all items have been added, click
on “Add Requisition Accounts”.

Add
Edit
Line « | Catalog Code Dezcription Quantity | U of M Unit Coat Ti 4
| 100 | 1238BC HAMDY DANDY CALCULATORS 25 |each 12,50000 /ﬁ 50 M
Mass Add
H " ” H DEtail
Click “Add” until you have
entered all of the individual add
items on your order. Requisition
Accounts

1 records displayed

Line:|




ﬂl r'f FMPLAROARQ - 2220W - 04.08.10.00.02 - Windows Internet Explorer.

I | £ | https:/fusd320.net: 442 scripts/ogiip. exefWService=wsFin/facckmdist001 . wrisPopup=true

' |  Home Page | Requisitions | Requisition Master Information | Requisition Detail Lines/ Accounting | Account Distribution

~ Available Accounts

_ Account Number Information
' Available Accounts an e
Code De=cription
Fnd«~ T Func Pr Bidg Cc Rp Funds Available Selected 011 SUPFLEMENTAL GEMERZ
011 E 1000 54 0003 231 00 o610 £1,000.00 D
1000 INSTRUCTION
011 E 1000 54 0003 310 00 610 $1,105.?6/ v R v

Select the account to be used and then
click on “Save Account Distrib”

2 records displayed

WAMEGD MIDDLE SCHOOL

SACCT

GEMERAL SUFFLIES & MATERIALS

Account Number:l:l

Account

Total Amount to Distribute: $312.50 100.00%

Total Distributed: $312.50 100.00%

Amount Remzining: S0.00 0.00%
Selected Accounts

Account Number

Amount

Percent

Distrib

011E 1000 54 0003 310 00 610 31250 | | [to0.00 |
Remove All
b |—
il Done IF3i| €D Internet Ho100% v ;]
T — . - " — - - - - - - 3
‘4 start e~ HOE B & [24L., - & Irbo.. | EdmMicro.. | Msvst.. [ THzm.. - ggmar.. | [B cae &) L 435PM




ﬂl r'f FMPLAROARQ - 2220W - 04.08.10.00.02 - Windows Internet Explorer.
I | £ | https:/fusd320.net: 442 scripts/ogiip. exefWService=wsFin/facckmdist001 . wrisPopup=true

' |  Home Page | Requisitions | Requisition Master Information | Requisition Detail Lines/ Accounting | Account Distribution

r Available Accounts
Account Number Information
' Available Accounts an - Account L
- - Code Description Distrib -
Fnd« T Func Pr Bidg Cc Rp Obj Funds Available Selected 011 SUPPLEMENTAL GEMERAL
011 E 1000 54 0003 231 00 610 £1,000.00 v
1000 INSTRUCTION
011 E 1000 54 0003 310 00 810 51,105.76 v 4 SUPPLEMENTAL
0003 WAMEGO MIDDLE SCHOOL
231 SACCT

810 GEMERAL SUFFLIES & MATERIALS

An example using more than one
account.

2 records displayed Accoun Number:l:l

Total Amount to Distribute: $312.50 100.00%

Total Distributed: $312.50 100.00%

Amount Remzining: S0.00 0.00%
Selected Accounts

Account Number

Amount Percent
011E 1000 54 0003 310 00 610 1156.25 | | |50.00 |
011E 1000 54 0003 23100 610 115625 | | |50.00 | Remove All
v =
| I €D Internet F100% v A

[

— —— - . — p p p p P
‘4 start e -~ O B os /24L. ~ & Ibo.. | E3Micro.. | Hsvst.. [ EH2M. - gamar.. | Blcode.. &) L 43spm



2 /5 FM\PURQIRQ - 2220W - 04.08.10.00.02 - Windows Internet Explorer M=

£ | https:/fusd320.net:442 scripts/ogiip. exefWService=wsFin/foregacct002 . W %

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

r Requisition Master Information Submit Far
I Requisition Number: 0000002231 Accounting: Account allocation by total requisition amount.  Edit Master Approval A
Group: (003) MIDDLE SCHOOL Amount: 312.50 MNotes Femana
Fiscal vear: 2008 - 2009 Ship To: WAMEGO MIDDLE SCHOOL Attachments Finish
Vendor: STAPLES CREDIT PLAN Description: 7TH GRADE MATH CALCULATORS Later
PO BOX 689020
DES MOINES LA 503268-9020
r Requisition Accounts
Requisition Accounting Ean @ Update
Aco oz oy Account
Account Number & Account Amount Account Percent | Over Budget __
011E 1000 540003 23100 510 $156.25 Distrib
011 E 1000 540003 310 00 610 5156.25 50.00%:
View
Requisition
Detail Lines
To review items ordered, click on “View
Requisition Detail Lines”.
2 records displayed
b
3
@
¥

€D Internet 100 v
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tE r"' FMAPLINROARG - 2220W - 04.08.10.00.02 - Windows Internet Explorer

£ | https:/fusd320.net:442 scripts/ogiip. exefWService=wsFin/foregdet|001 . w

EE)X) X
v| 4 X

Reguisition Master Information | Reguisition Detail Lines/ Accounting

Requisition Detail Lines/ Accounting

r Requisition Master Information
I Requisition Mumber: 0000002231
Group: (003) MIDDLE SCHOOL
Fiscal ear: 2008 - 2009
Vendor: STAPLES CREDIT PLAN
PO BOX 682020
DES MOINES LA 50368-9020

Accounting: Account allocation by total requisition amount.
Amount: 312.50
Ship To: WAMEGO MIDDLE SCHOOL

Description: 7TH GRADE MATH CALCULATORS

Submit For
Edit Master Approval —
Notes Save and
Attachments Finish

Later

r Requisition Detail Line Items

Requisition Detail Line Items

Line « |Catalog Code Description

HANDY DANDY CALCULATORS

Quantity | U oig
17

Unit Cost
12,50000

Total Cost | Code

To add a note or attachment, i.e., web link,
scanned document, new vendor
information, click here.

1 records displayed

Line:|

View

Requisition
Accounts

“« o owig

Dane

'J start

e -0 B os 231, . & mho.. | B3 Micra...

G Internet

437 PM




,-;!I!-E-'?EEEI Tutorial. doc - Microsoft Word

Insert  Format

IoFile  Edit Yiew

Tools  Table wWindow  Help

@'] q 100%  ~

@ | dieead
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P A4 Mormal

» TmesMewRoman - 12 - | B 7 U |

/= FM\PURQIND - 9271W - 04.09.02.00.00 - Windows Internet Explorer

=0

£ | https:ffusd320.net: 442 scripts/ogiip, exeWService=wsFin/foregnobe00l .

M Home Page | Purchasing | Regquisitions | Motes
~ Add/Edit Note for Requisition# 0000002231

* Note Cateqo
Entered Date: 03/0

- Entered Time:
Entered By: ALLEM, MATTHEW

* Mote:

: |COMMENTS

4:42 PM

THIS ORDER SHOULD BE PLACED OMNLINE.

‘;

Select a “Note Category”

Insert your note

[1Protected (Read only to all users except the user that entered it.)

Click on “Save”

Asterisk (%) denotes a required field

~

a Internet

1]

&
[m
i

0 -

E R 4
Draw - L; | Autoshapes~ N\ N IO A Al &2 @] (@] S - - A -

—eE

oo ow[e

"7 start

Sec 1

7l At 0,5 Ln1 Cal 1

& T O | 2 I /= 3 Inkernet...

-

REC| [TRE| ExT| |ovR | | 1EEK

& Inbox Form...

WG Svstem: Ma.. | g MAPP SYST...

I 2 Microsof, .,

-




2 /2 FM\PURQIRQ - 2220W - 04,08.10.00.02 - Windows Internet Explorer =13
: £ | https:/fusd320.net:442 scripts/ogiip. exefWService=wsFin/foregdet|001 . w W = x
Reguisition Master Information | Reguisition Detail Lines/ Accounting
Requisition Detail Lines/ Accounting
~ Requisition Master Information Submit Eor
I Reqguisition Number: 0000002231 Accounting: Account allocation by total requisition amount.  Edit Master Approval b
Group: (003) MIDDLE SCHOOL Amount: 312.50 MNotes Femana
Fiscal ear: 2008 - 2009 Ship To: WAMEGO MIDDLE SCHOOL Attachpp Einish
Vendor: STAPLES CREDIT PLAN Description: #7TH GRADE MATH CALCULATORS
PO BOX 689020
DES MOINES LA 503268-9020
~ Requisition Detail Line Ttems
Requisition Detail Line Items
_ . When everything has been entered
Line « | Catalog Code Description | lick “Submit for A &
k Requisition
Accounts
1 records displayed Line:|:|
b
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Wravorites v Elotes ‘“’Pler'emﬂces (Hhcreate Hew Window ELUgin History @'HﬂJ

& My Print Queue

Wamego USD 320 User Mame: MATTHEW ALLEN

Tuesday, March 3rd, 2009

& Home Page | Purchasing | Requisitions

Expand All Collapse Al Show Details In Mew Window Modify Details (displaying 5 of 5)
[=] Master Edit Master

Amount | Entered By

“endor: STAPLES CREDIT PLAN Ship Te: WAMEGO MIDDLE 5CHOOL
PO BOX 683020 1701 KAW VALLEY ROAD
DES MOINES |A 50368-9020 WAMEGO KS 66547
Attention: MATTHEW ALLEN
Group: (003) MIDDLE SCHOOL Ship Date:  03/03/2008
Entered Date: 03/03/2009 Ship Via:
Fizcal ¥zar: 2008 - 2009 Ecommerce Reg: NO
Batch: WEBREQ Vendor Dizcount %:
Accounting: Account allocation by total requisition amount. Ordered: NO
Qrigin: Budgetary E-mailed/Printed: NO
Project: Invoice To:
Contract: #of Line kems: 1
Last Updated: 03/03/2009 # of Accounts: 2
Notez: NO #of Approvales Completed: 0
Aftachments: NO # of Approvale Needed: 2
[=] Line tems Add Reguisition Ling ftem Add Inventory tems
Line Hbr. Catalog Code Description Quantity Uofi Unit Cost Total Cost
Edit 100 1234BC HANDY DANDY CALCULATORS 25 EA 12.50000 312.50

Accounts Edit Accounts
Approval
Notes Add Notes

P

ons
i
dd

~

Edit
Delete

Requisition | App
Number | Sts &«
[=] 0000002231 (WIP

Expand Al Collapse Al Show Details In New Window Modify Details (displaying 5 of 5)

Dezcription
7TH GRADE MATH CALCULATCORS

Master Edit Master
Line Items Add Reguigsition Line ttem Add Inventory tems
[=] Accounts Edit Accounts

Vendor Name
STAPLES CREDIT PLAM

Amount | Entered By

Ia 312.50 [ ALLEN, MATTHEW

# 100% -

Account
011E 1000 54 0003 231 00 810
011 E 1000 54 0003 310 00 810

Deszignates accounts that are over budget (Does not include WIP amount)
Acct. Amt.

Acct. Pet.
£0.00%
50.00%

=] Approval

Date Time Status
QOrder Not et Completed Level 2
QOrder Not et Completed Level 1

Approval Level

HNameillote
CONWELL, MARKD
JENNINGS, WERONICA

[=] Notes Add Notes

Category Note
dit COMMENTS

THE MANHATTAN STORE

PLEASE HAVE THIS ORDER SHIPPED TO

Entered By

ALLEN, MATTHEWW

Entered
03/03/2009 4:42 PM

This is a sample of

the information you

can view after your
requisition has
been submitted




CLASSROOM BUDGETS
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/= FM\CACA - BOSW - 04.09.02.00.00 - Windows Internet Explorer

£ | https:fjusd320.net: 442 scripksfogip. exe W Service=wsFin/facctbrws001, w b ﬁ
WFavorites » Hu:ute5 u‘F'rer'erenc% |_-P_L|Create MNew Window ELngin History @Help —1 My Print Queue
Wamego USD 320 User Mame: MATTHEW ALLEN Wednesday, March 25th, 2009

M Home Page | Acct Master | Chart of Accounts i

Chart of Accounts (Fiscal Year 2008-2009 {Current))
squence: REGULAR ACCOUNT SEQUENCE

Filter Options

Filter
) ) _ . Account
Fiscal Year: |2IJIIIB 2009 (Current Fiscal Year) V| TWIIES! Expense Accounts v| B3
Destnallon [epare of accounts | . Account - EEGULAR \CCOUNT SEQUENCE
Browse: Sequence:
Mtweﬂg?;ttgi Oactive Olnactive @ Both
- Financial Activity
Zero Amounts MNonzero Armounts Both
Fevised Budget: ) ] (O]
Fiscal “ear Activity: [ ) ] ® ] ]
Encurbered: o o ® Cl!ck on Apply F_llFer box. HS teachers
T o o ® with building activity funds may need to
YAl LN change “Account Types” to “Revenue
Previous Year Encumbered: & (3] ® Accounts”.
- Account Characteristics
Spaces Mo Spaces Both
Group Code: O O ®
Category Code: O O ®
Quick Key! O O ®
&Srcount Level Description: & (3] ®
&) Internet #100% -
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/= FMACAACA - BO9W - 04.09.02.00.00 - Windows Internet Explorer

£ | https:fjusd320.net: 442 scripksfogip. exe W Service=wsFin/facctbrws001, w

WFavorites » Hu:ute5 u‘Prer'erenc% I_-u‘:'_"ICreate MNew Window QLngin History @Help =4 My Print Queue

Wamego USD 320

Uzer Mame: MATTHEW ALLEN

Wednesday, March 25th, 2009

M Home Page | Acct Master | Chart of Accounts

Filter
Options

Chart of Accounts (Fiscal Year 2008-2009 {Current))

squence: REGULAR ACCOUNT SEQUENCE

coount Number 2008-2009 2008-2009 Chart of
Fnd T Func Pr Bldg Cc ERp O Revised Budget Available Funds Group Code |C Accounts
011 E 1000 54 0003 231 00 &10 1,000,000 0.00 0.00 1,000.00 0.00 Characth
011 E 1000 54 0003 3210 00 €10 1,200.00 2 0.00 1,105.75 0.00 Chart of
¥

Accounts
Description

These are the accounts you are authorized \
to use. Clicking on the “+” sign will expand
the information available for more detail.

You can see beginning budget, fiscal year
activity, and available balance.

/

< | >

Account:|

2 records displayed
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Wamego USD 320 zer Mame: KALLY MCCONKEY
M Home Page | Acct Master » | Chart of Accounts

Chart of Accounts (Fiscal Year 2008-2009 {Current))

squence: REGULAR ACCOUNT SEQ Options
Chart of
Accounts

Aecount Number 2008-2009 2008-2009 2008-2009 2008-2009 2007-2008
Fnd T Func Pr Bldg Cc Ep Obj Revised Budget FY Activity Encumbered Awailable Funds | CF Encumbered Group Code |C

([ 011 = 1000 53 0005 710 00 &10 ~ Charact
Expand Al Colapse All Show Details In New Window Modify Details (displaying 8 of 8) Chart of
[=] Monthly Account Activity Accounts

<< 2008-2009 == Description
Debit Credit Net Activity Encumbered
2008-2009 2008-2009 2008-2009 2008-2009
June 0.00 0.00 0.00 0.00
May 0.00 0.00 0.00 0.00
April 0.00 0.00 0.00 0.00
March 0.00 0.00 0.00 0.00 |
February 0.00 0.00 0.00 0.00
January 21915 0.00 21915 123.68
December 53.04 37.51 55.53 0.00
November 59.15 0.00 59.15 -38.16
October 158.75 0.00 158.75 -158.75
September 37.51 0.00 37.51 217.:
Auguzt 0.00 0.00 0.00 0.00
Juby 0.00 0.00 0.00 0.00
[=] Detail Account Activity Misw
FPoszt Date Source Subiource Batch Description Debit Amount Credit Amount
01122105 AP Do122 SUMMARY TOTAL 2398 0.00
01M 509 AP Doi14 SUMMARY TOTAL 7017 0.00

< 01/08/05 AP po108 SUMMARY TOTAL 125.00 0.00 ’ bs

|

IJKLMNOPOQRSTIUVWXY?Z account |

AlL| 01 2314/ 6/ 89 ABCDEJESG
M 4 % M 50 records displyed
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Wamego USD 320 zer Mame: KALLY MCCONKEY
M Home Page | Acct Master » | Chart of Accounts

Chart of Accounts (Fiscal Year 2008-2009 {Current))
squence: REGULAR ACCOUNT SEQ Options

Lecount Number 2008-2000 2 009 (1] 2008-2000 2 Chart of
Fnd T Func Pr Bldg Cc Ep ObJ Revised Budget FY Activity Encumbered Awailable Funds | CF Encumbe 5 up Code |C Accounts
2 5

= Charact

[=| Detail Account Activity Yisw Chart of
Post Date Source SubSource Batch Description Debit Amount Credit Amount HEEQILJ HFE
01122105 AP Do122 SUMMARY TOTAL 2398 0.00 Description
01M 505 AP Doi14 SUMMARY TOTAL 7017 0.00
01/08/05 AP po108 SUMMARY TOTAL 125.00 0.00
12431108 AP Do101CB SUMMARY TOTAL 37.51 0.00
12131108 PR PREC SUPPLEMENTAL GENERAL/SUPPLEMEN 0.00 37.51
12M58/08 AP D1218CB SUMMARY TOTAL 5553 0.00
11/06/08 AP D1105 SUMMARY TOTAL 59.15 0.00
10405402 AP D106 SUMMARY TOTAL 54.89 0.00
10/08/08 AP d107 SUMMARY TOTAL 103.86 0.00
0522108 PR PREC SUPPLEMENTAL GENERAL/SUPPLEMEN 37.51 0.00 B

Account Encumbrance Activity
[=] Purchase Orders Using This Account

PO Number Status Description Amount Vendor Fiscal Year Date Entered
00s0s00047 Hiztory CLASSROONM SUPPLIES ORDE 6267 CLASSROOO0O 2008-2009 12022108
0050500045 Open CLASSROOM SUPPLIES ORDE 147.66 CLASSROO000 2008-2009 12/22/08
0050500023 Hiztory TEAM BULLETIN BOARD-DAR 13.24 SCHOLASTOOS 2008-2009 09/24/08
0050900022 Hiztory DARTING-CLASSROOM SUPPL 54,39 REALLY GOOD 2008-2009 09/24/08
0050500021 Hiztory DARTING POSTCARDS/NANMEP a0.42 CLASSROOO0O 2008-2009 09/24/08
0050900020 Hiztory CLASSROOM SUPPLIES-PLAN 63.44 CLASSROO000 2008-2009 09/22/08

v
*
IJKLMNOPOQRSTIUVWXY?Z account |

0f1 23 4[5 6 80 A
M 4 % ¥ 50 records displayed
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/= FMACA\CA - BO9W - 04.09.02.00.00 - Windows Internet Explorer

£ | https:fjusd320.net: 442 fscripksfcgiip. exe W Service

=wsFin/Facctbrms001,w
STETETTLES N TESLE TTEWY VIO o v gl =l UL TTISLUTY mll_‘

Wamego USD 320 zer Mame: KALLY MCCONKEY
M Home Page | Acct Master » | Chart of Accounts

Chart of Accounts (Fiscal Year 2008-2009 {Current))
Options

i e N
) i - < . o
Revised Budget P Activity Encumbered Awailable Funds | CF Encumbe = up Code |C - Accounts

= Purchase Orders Using This Account gl Charact
PO NHumber Status Description Amount Vendor Fiscal Year Date Entered Chart of
0050500047 History CLASSROON SUPPLEES ORDE 62 67 CLASSROOO000 2008-2009 1212208 DJ:{;E?IL:ESH
0050500046 Open CLASSROON SUPPLIES ORDE 14785 CLASSROO000 2008-2009 1212208
0050900023 Histony TEAK BULLETIN BOARD-DAR 13.24 SCHOLASTOO04 2008-2009 09/24i08
0050500022 Hiztory DARTING-CLASSROOM SUPPL t4 89 REALLY GOOO 2008-2009 0%/24/08
0030900021 History DARTING POSTCARDS/NANMEP 40.42 CLASSROOO000 2008-2009 09/24i08
0050500020 History CLASSROON SUPPLIES-PLAN 63.44 CLASSROOO000 2008-2009 08/23/08
0050900019 History CHART TABLETS 45.92 TEACHER'0OO 2008-2009 09%/23/08

= Accounts Payable Invoices Using This Account

Post Date PO Humber Status Description Amount Vendor Fiscal Year Type
01122105 0050500045 Hiztory CLASSROOM SUPPLIES ORDE 2398 CLASSROO000 2008-2005 R
01/15/08 0050200047 History CLASSROOM SUPPLES ORDE 57.49  CLASSRO0000 2008-2009 R
01/15/03 0050800047 History CLASSROOM SUPPLES ORDE 1268  CLASSRO0000 2008-2009 "7 B
01/08/08 0000000000 History DRY ERASE BOARD 12500  BECK MAROOD 2008-2008 R
12/31/08 0000000000 History CORRECT PAYROLL NON-TAX 16.00  DARTIDEDO0 2008-2009 M
12131108 0000000000 Hiztory CORRECT PAYROLL NON-TAX 21.51 BLUMECHEDOZ 2008-2005 I
12/19/08 0000000000 History CLASSROOM CHARTS/EB 2653 PLANKLISOO 2008-2009 R
1215008 0000000000 Hiztory CLASSROOM FILE CABINET 25.00 DARTIDEQOO1 2008-2005 R
11/05/08 0050200023 History TEAM BULLETIN BOARD-DAR 13.24  SCHOLASTO004 2008-2009 R
11/06/08 0050500019 History CHART TABLETS 4591  TEACHER000 2008-2009 R
More AP Detail P
3 | 3
AL 012345678 9ABCDEEGHIJKLMNOPOQRSTIUVWXY?Z account |
M 4 % ¥ 50 records displayed
v
F3i &) Internet F100% v
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/= FMACA\CA - BO9W - 04.09.02.00.00 - Windows Internet Explorer
£ | https:fjusd320.net: 442 /scripks/ogip. exe W Service=wsFin/facctbrws004, w ¥ =
M Horme Page | Acct Master | Chart of Accounts | View Account Accounts Payable Activity

Accounts Payable account number 011 E 1000 53 0005 710 00 610

Post Date ~ PC Number De=scription

0172272005 50900046 Histary CLASSROOM SUPPLIES ORDER =1 CLASSROOO00 | 20058-2009
01/15/200% 50900047 History CLASSROOM SUPPLIES ORDER =2 57.49 | CLASSROOQ00( | 2008-2009
01/15/2009 50900047 History CLASSRO0OM SUPPLIES ORDER #2 12,63 | CLASSROO00( ( 2003-2009
01/08/200% 0 Histaory DRY ERASE BOARD 125.00 | BECK MAROOOD | 20058-2009
1z/31/72008 a Histary CORRECT PAYROLL MOM-TAX REIMBURSEMENT 21,51 |BLUMECHEDQ: | 2005-2009
1zr231/2008 0 History CORRECT PAYROLL MNOM-TAX REIMBURSEMENT 16.00 | DARTIDEOOO] ( 20058-2009
12/138/2008 0 Histary CLASSROOM FILE CABIMET 29.00 |DARTIDEODQ] | 20058-2009
1zs15/2008 a Histary CLASSR.OOM CHARTS/BE 26,53 |PLAMELIS001 |2008-2009
11/08/2008 50900023 Histary TEAM BULLETIM BOARD-DARTIMG 13,24 | SCHOLASTO0< | 20058-2009
11/06/2008 50900019 History CHART TABLETS 45,91 | TEACHER'O00 |2008-2009
10/09/2008 50900022 History DARTING-CLASSROOM SUPPLIES 54.89 |REALLY GOOQ |2005-2009
los058/2008 50900021 History DARTING POSTCARDS MAMEPLATES/MOTE PADS 40.42 | CLASSR.O000( | 2005-2009
10/08/2008 50900020 History CLASSROOM SUPPLIES-PLAMEINTOMN 63,44 | CLASSRO000( ( 20058-2009

X

£
M % % ¥ 13 records displayed Post Date:|:|
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 What if | want to go to a store in Wamego to purchase
(charge) something for my classroom?

— It's best if you do a requisition to that vendor (i.e. Dyer’s), and
wait for it to go through the approval process before you make

the purchase. You will receive an e-mail from Skyward when
it Is approved.

— BE SURE to send the receipt from the store to Cindy Bryson
with the Requisition number written on it (the requisition
number that appeared after you hit ‘submit for approval’.)
Note: Dollar General is not recommended.



HHERC

 What if | would like to request reimbursement for
something | purchased myself?

— Enter a requisition in Skyward, using your name (last name
first) and send Cindy the receipt with the requisition number
written on it. If approved, you will be reimbursed for it but not
for the tax If you paid tax. We are state tax-exempit.

 What if | am a Special Services employee? Are things
handled differently than for a USD 320 employee?

— Yes, they are handled somewnhat differently. Please contact

the Special Services Director or an employee in his office for
answers.



What if I'm not sure about which vendor or account to
choose or | need to give further ordering instructions?

— Remember........... Notes and/or Attachments! You can go
ahead and submit the requisition and be assured that nothing
IS ‘binding’ as long as you've explained it by attaching a
NOTE or an ATTACHMENT.

— There are two different categories in NOTES: “Vendor” and
“Comments”.

— “ATTACHMENTS” is for attaching a scanned file or a website,
for instance. Multiple notes and attachments are possible.
Cindy or one of the other approvers can make changes if
needed.



Additional Notes

You will receive an e-mail from Skyward once your requisition is
approved or denied.

Cindy will do the ordering for you ~ after the requisition is fully
approved

School Activity accounts are handled differently. Contact the
head secretary in your building for the proper ordering procedure
for school activity accounts.

It is possible to edit or delete a requisition that has been
submitted. HOWEVER, if you click the edit button after you have
submitted it for approval, you must click on Submit For Approval
AGAIN!

To verify that your requisition has indeed been submitted...please
check the status column for the letters WFH (Waiting for higher
approval) If it still says WIP (work in progress) it is NOT
submitted!



IF YOU HAVE QUESTIONS

o Payroll or Time Off
— Kati Wolfgang 785-456-7643 ext 1004

e Requisitions or Purchase Orders
— Cindy Bryson 785-456-7643 ext 1002

e Classroom Budgets
— Kathryn Mayfield 785-456-7643 ext 1001

e School Activity Funds
— Head Building Secretary

o Special Education Orders

— Special Services Office




