Step By Step Instructions: Skyward Budget Entry

1. Go to Account Management and select Budget Entry.
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2. Select your Working Budget.
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3. Select Edit.
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4. Select Individual Budget Entry.
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5. Your screen should resemble the screenshot below:
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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—Do not go over
your allocation!

Each account number will be entered individually.



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)
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When the drop down menu appears, select “Add/Edit Detail Budget Items” under detail budget
items.




7. An additional screen will pop up, and you may select “add” in order to provide detailed
information on this particular account code:
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8. Enter information in the *Description box.

Enter an Amount in the *Amount BgXx.
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Select “save”

Select “back” when through entering details.



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

@ https: //skywardbis.mansfieldisd. org: 444 /scripts fwsisa. dll \iService =wsFin /fobrgbrws040.w
Budgetary Entries MmO 5 (27

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

I
Budgeted Amount For Selected Account%

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 Ml*skward Defaultll T @ [& Cso?;nfe
A'}":ﬁ'g“g‘;ﬂs(, O F FiLoc 2u\1N4;:_z£;g Submitted | Fund TYPE FUNCTION opue{ |
--l:|———anu
b 199 E 12 6411 0 99 E 6411J
b 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 0 11 310 Y [ 199 E 12 6645
» 193 E 12 6645 00 002 0 11 310 ¥ 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 13 118 00 002 O 99 310 [ 199 E 13 6118
‘b 199 E 13 6141 00 002 0 11 310 lﬁ 100 F 12 milll
|100 x| M4 4 » W 65 records displayed Account:l:l
Break Totals Enter
Account Number Zu‘lvd;fkﬂi:; alofzeors:tl
199 E 11 6112 — —— — —— —— 0.00 | View Break
183 E 11 6117 — ——— - — —— 0.00 Delails
199 E 11 6118 - ——= - —= —— 0.00
199 E 11 6122 - —-= = -= ——- 0.00

o

: -
190 10 ENAY nnn
4 3

H100% ~+ g




