
Step By Step Instructions:  Skyward Budget Entry 

1.  Go to Account Management and select Budget Entry. 

 

  



2.  Select your Working Budget.  

 

 

 

  



3.  Select Edit. 

 

 

 

 

 

 

 

 

 

 

  



4.  Select Individual Budget Entry. 

 

 

  



 

5.  Your screen should resemble the screenshot below: 

 

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) 

 

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: 

 

 

 



8. Enter information in the *Description box. 

Enter an Amount in the *Amount Box. 

 

 

 

 

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:  

 

 

 


