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General Policy

A. Definition and Purpose of Activity Fund

Activity funds are defined as funds consisting of resources received and held by the school as trustee to be
expended or invested in accordance with conditions of the trust. Specifically, they are funds accumulated from
various school-approved money-raising activities and the receipt of student dues or fees, vending commissions,
investment interest and donations. These funds are to be used to promote the general welfare of the school and
the educational development and morale of all students. All funds collected by District personnel from students
are defined as activity funds and must be handled through the activity funds accounts.

B. Responsibility for Activity Funds

The principal at each campus is personally responsible for the proper collection, disbursement and control of
all activity funds at the school. All MISD employees are required to follow the rules prescribed in this manual.
Failure to follow the rules is cause for disciplinary action including termination. This responsibility includes:

1. Providing for the safekeeping of monies
2. Proper accounting and administration of transactions

3. Approval of expenditure of funds in compliance with Board policy (CFD local) and District guidelines as
outlined in this manual

4. Adequate training and supervision of all personnel designated by the principal to administer activity funds

The school secretary/bookkeeper is responsible for maintaining an adequate supply of various activity fund
forms. This person is responsible for issuing numbered cash receipt books as needed to teachers and other
persons authorized by the school principal. This individual must keep a distribution record of all receipt books
issued, which is part of the official activity fund records. The school secretary/bookkeeper is commonly
responsible for the depositing of activity funds into the bank, accounting and reporting for activity fund activities
and cash management. For simplification purposes, this role is referred to throughout this document as
bookkeeper.

The individual activity fund sponsors are responsible for managing their respective activity funds. This
responsibility can include developing fund raising plans, monitoring the financial position of the activity fund,
reviewing the activity fund financial statements, safekeeping activity fund money until it is deposited by the
District, properly filing meeting minutes with campus bookkeeper/secretary and other fiduciary responsibilities.

The principal and campus personnel are not responsible for funds collected, disbursed and controlled by parents,
patrons and booster or alumni organizations. These funds should not be accounted for in a District's activity
funds (i.e., PTA, Parent Teacher Organizations, athletic and band boosters clubs, etc.). Although such groups
or activities are closely related to school functions or events, officers of the outside group itself should handle
funds.

C. Activity Fund Types

1. Campus Activity Funds (CAF) — Consist of funds generated locally at the school or donated to the school
controlled directly by the principal and used for the general welfare of the school and the morale of all the
school’s students. These funds include the “GA” accounts such as general or school operations, fundraisers,
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pictures, etc. These funds are accounted for in Fund 461 and are considered District funds. Campus activity
funds are considered local, public funds. The expenditure of these funds must comply with board policy
(CFD local) and guidelines outlined in this manual.

All policies that apply to the administration of District funds also apply to the administration of campus
activity funds; therefore, expenditures of funds must be in compliance with all applicable federal and state
laws and local Board policy and administrative guidelines.

a. Cumulative expenditures for $50,000 or greater require Board approval and must go through District
bid procedures.

b. Items may not be “split” on two or more orders to circumvent this policy. If there are no approved
vendors for the commodity, quotations from non-approved vendors are acceptable.

c. Sound business practices should be used when making these purchases and are subject to internal audit.
Competitive bid laws are designed to guard against favoritism, improvidence, extravagance, fraud,
conflict of interest and corruption and to foster honest competition so that a political subdivision obtains
the best goods and services at the lowest possible price. All purchased regardless of dollar amount
should follow this rule. If there are no approved vendors for the commodity, quotations from non-
approved vendors are acceptable.

d. The purchasing department is available as a resource at any time the campus needs assistance in making
a purchase. Many times the purchasing department can save the campus money by using certain
approved vendors. Please be aware of this resource and utilize it.

Student Activity Funds (SAF) — Consist of funds generated by specific student groups, not by the District
or campus. These funds include the “SA” accounts such as band, senior class, student council and various
clubs, etc. These funds are accounted for as agency funds in Fund 865 and are not owned by the District.
Student activity funds are not subject to purchasing and bid laws; they belong to the students. However,
please check with the purchasing department for approved travel vendors that must be used.

The student group controls decisions about the expenditure of these funds with the assistance and
supervision of a District sponsor. Sponsors of these organizations have fiscal responsibility to ensure proper
collection, proper expenditure of funds and professional stewardship and guidance in operational/financial
matters. All sponsors must be familiar with policies and procedures in this manual.

The basic purpose for raising and expending activity funds that belong to a particular student group must be
for the direct benefit of the students belonging to that group or for the general benefit of the school as a
whole (e.g., Senior Class campus beautification project). Within this scope, funds are to be used for
financing the purchase of supplies, services, equipment and activities that add to the general welfare of the
group members. The following guidelines apply to student activity funds:

a. Student activity funds are to be used to finance a program of non-curricular school activities augmenting,
but not replacing, the activities provided by the District.

b. Projects for the raising of student activity funds shall contribute to the educational experience of
students.

c. Before purchase or requisition of goods and services, the organization’s treasurer, the sponsor and the
campus principal must approve the expenditure on the requisition approval form. Backup must include
meeting minutes authorizing expenditure.



d. The faculty sponsor must submit all monies collected by student groups on a daily basis to the campus
bookkeeper.

e. School personnel who are associated with student activity funds could be responsible for replacement
of money lost or improperly spent.

3. Faculty Funds - Consist of funds generated solely by and used for the specific purpose of benefiting faculty
members, commonly known as Sunshine/Flower Funds. Faculty funds must be accounted for in a separate
account established specifically for that purpose. Faculty funds may be spent in any manner that is approved
by the principal as long as the expenditure falls within the boundaries of District policy. However, based
on the political ramifications of misusing student activity funds, the best advice concerning the depositing
and expending of faculty funds is to proceed with caution.

Not only must a campus be careful how faculty funds are expended (i.e., in accordance with prescribed
District policy and overall philosophy), but campus personnel must make certain that only faculty funds are
deposited to the faculty account. In the event faculty funds are misused, or if student funds are
inappropriately diverted to the faculty account, a shadow of doubt is cast on all faculty members associated
with the campus and disciplinary actions may be taken.

All expenditures for hospitality, condolences or other purpose, which is for the sole benefit of the faculty,
should be paid out of faculty funds. These funds may be contributed by the school faculty/staff members
voluntarily or generated from designated faculty fundraisers such as campus night at a local restaurant.
Faculty fundraisers must be advertised as such and the campus must be able to show proof the public is
aware the fundraiser supports faculty.

Faculty funds may be expended at the staff’s own discretion with principal approval. It is best policy for
the campus to form a committee that makes decisions and approvals concerning the use of faculty funds.
Faculty funds are not subject to purchasing and bid laws because they are not considered District funds; they
belong to the faculty. However, this fund must follow the District policy of no gift cards.

The sales tax exemption cannot be claimed for purchases from this fund.

D. Accounting for Receipts and Disbursements

Receipts must be accounted for according to how the money was raised. Disbursements must be accounted for
according to how the money was expended. As an example, if the student council conducts a fundraiser, proceeds
from that fundraiser must be recorded under the student council activity fund account. Likewise, if the student
council subsequently votes to purchase new benches for the campus corridor, this expenditure must be recorded
under the student council account. In all cases the appropriate level of supporting documentation must be
retained for audit purposes for all transactions involving activity funds.

E. Purpose of Control Procedures

School personnel are placed in a position of extraordinary trust by parents and students when student funds are
placed in their care. Adequate measures to control these student funds will assure parents and students that the
funds are being handled properly. It is for the purpose of providing this assurance and protection that activity
fund control procedures have been established.

The various control procedures are also designed to help protect the individuals who work with activity funds.
Each step in the control procedures (writing and delivering cash receipts, preparation of purchase orders,
maintaining accounts, reconciling accounts in a timely manner, etc.) plays a vital part in the overall system of
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controls. Strict adherence to control procedures is the “safe harbor” of protection for all individuals who work
with activity funds.

An adequate system of controls that is appropriately followed casts a favorable perception to the community
concerning the individuals associated with activity funds, as well as the entire campus and the District as a

whole.

Reviews of Activity Fund Records

The activity fund financial records and procedures of all schools will be subject to review at any time throughout
the year with little or no advance notice to the campus. These reviews will be performed by MISD accounting
staff or a professional contracted auditor and reviewed by the District's "outside" independent auditors. The
independent auditors may perform additional test work on various activity funds during their annual audit of the
District's financial statements. Written responses to the audit reports may be required from the auditors. The
responses should describe actions that will be taken to correct any deficiencies or errors noted in the audit report.

Upon entering a new assignment, a principal should study the activity fund records and the most recent auditor's
report related to the activity funds at their new school. The principal should determine the financial condition of
their activity funds and become aware of any deficiencies or errors noted by the auditor. Since principals are
charged with custodial responsibilities for their activity funds, they should continually monitor the financial
condition of the funds through the proper review and approval of monthly reports (i.e., as evidenced by the
principal’s signature). The principal may also request a special review if a situation or event warrants it.

. Retention of Records

The campus records should be maintained for five years after the conclusion of the fiscal year and remain
available for review at any time.

. Defunct Student Activity Accounts

Occasionally a student group attached to a designated student activity fund is no longer functioning therefor the
group is considered defunct. Student activity groups must provide a section in their bylaws that determines how
remaining funds will be used if the group becomes defunct. If the bylaws do not include instructions if the group
becomes defunct, funds can be moved to similar student activity account to provide financial benefit to existing
student groups with the approval of the Principal and Business Services department. A Defunct Student Activity
Account Transfer form must be completed and sent to the activity accountant for approval.
1. Defunct Student Activity Account Transfer Form (email activity accountant for the form)
2. A typical occurrence with student activity fund accounts at the high school level is the “class of”” accounts
needing to be defunct. These groups must have in their bylaws what will happen to the remaining funds
as of graduation date (such as campus beatification).

Miscellaneous Guidelines

The following are policy statements intended to lay a framework for detailed procedures related to accounting
for activity fund and capital asset transactions at the various campuses. These policies will be discussed in greater
detail in the following chapters of this manual. Any doubts about how a specific transaction is affected by the
detailed procedures that follow should be cleared with the director of financial services prior to entering into the
transaction.

1. Itis the intention of the Board and administration that each of the procedures set out in this manual be strictly
adhered to, to avoid disciplinary action up to and including termination of employment for all involved
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parties.

2. Money collected through activity funds are public funds and should be safeguarded as such. The same
concept applies to physical properties at each campus.

3. A school may maintain a number of different clubs within its general fund 461 activity fund (e.g., running
club, cooking club); however, the funds will be housed in the general bank account for MISD and controlled
by the principal.

4. Student activity funds are not to be used for the general convenience of any individuals. Accordingly, no
loans may be extended, stamps are not to be sold, checks must not be cashed, and change may not be made.
Student activity funds (fund 865) are housed in the general bank account for MISD.

5. A Requisition Request Form must support all disbursements unless specifically exempted in this manual or
in writing from a District's administrator. The recommendation would be for this form to be digital where
it is accessible by the backup not just the secretary/bookkeeper.

6. A Skyward student receipt must support all money received, even if received via postal mail.

7. Activity fund money shall not be expended for goods or services in conflict with official Board policy. These
accounts shall not be used to bypass District procedures for expending budgeted District funds.

8. Borrowing money to purchase items at the campus level is not allowed. This includes items acquired on an
installment or lease-purchase plan.

9. An original copy of this manual is to be maintained at each campus for use by the head administrator and
bookkeeper/secretary. In addition, copies of relevant chapters of the manual should be made available to
anyone affected by the policies or procedures mandated by this manual.

10. Do not co-mingle personal funds and District funds for any reason.

11. The principal or bookkeeper/secretary of a new campus should contact the activity accountant, in setting
up the campus activity fund.

12. New bookkeepers/secretaries must review this manual. If questions arise, then contact the activity
accountant, for assistance. The campus is responsible for having a backup for the bookkeeper/secretary on
site during business hours.

Collecting District Funds

A. Definition of District Funds

Funds collected at campuses that have been defined by central administration as District revenue, rather than
activity fund revenue.

B. Types of District Funds

TCC Dual Credit Fees, Technology Fees, Lost and Damaged Textbooks, SAT/ACT Testing Fees, Summer
School Tuition, etc.

C. Process for Collecting and Remitting District Funds




1.

2.

A Skyward student receipt must be issued for each collection of District funds.

District fund collections must be deposited into the school’s code 461 L 00 2171 00 XXX 0 00 000 on the
Skyward cash receipt.

D. Refunds for District Fund Items

In the event a District fund item must be refunded to a parent (e.g., lost textbook is found after paying fine or
transfer is revoked) follow the below instructions.

1.

The original deposit to the campus activity account must be verified and confirmed by obtaining the
Skyward student receipt/PayK12 receipt.

The campus must: (1) Purchasing will setup vendor. (2) Attach a copy of Skyward student receipt/PayK12
receipt, campus deposit proof if via PayK 12 (redacted) to the check request under Accounts Payable tab in
Skyward Finance. (2) Campus/department will submit a check request in Skyward using a random code
then request the purchasing department change to the appropriate code the funds were initially deposit too
for the principal to approve.

Cash Disbursements

A. General Policy Guidelines

1.

The principal shall approve no expenditure unless sufficient funds are available in the appropriate activity
fund account.

Campus activity funds must be spent to benefit students and should never be diverted for faculty use (except
for professional development trainings that will in turn benefit the students).

Rubber stamps, forged signatures or typed names are not acceptable forms of approval and may lead to
disciplinary action up to and including termination of all involved parties.

If a purchase must be made at a store that you will not know in advance the exact cost of the items to be
purchased, then the bookkeeper/secretary can process a requisition for a rounded-up lump sum. All fund
461 and fund 865 expenditures must go through Skyward for a purchase order.

All payments should be made by check, ACH, or District credit card via accounts payable (Skyward).

Payments from the activity funds for services, extra-duty or overtime must be made through the payroll
department via a timesheet.

Individuals who are not District employees or non-incorporated businesses paid for services for $600 or
more are reported on a Form 1099 through Skyward. The vendor would need to get with the purchasing
department as to submitting their W9, etc.

All requisitions shall be requested via a requisition request form (this form is requested to be digital). Club
minutes approving the expense must be attached to the check backup sent to accounts payable for sufficient
documentation.

All invoices/receipts should be submitted to accountspayable@misdmail.org in a timely manner. Late
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10.

11.

payments to vendors reflect on the entire District and could result in late payment fees or interest charged
to the account. Texas Government Code Chapter 2251 required the District to pay vendors within 45 day
of the later of: the date the goods are received; the date of the performance of the service; or the date we
receive the invoice.

School personnel making any purchase in the name of the school without getting prior approval from the
principal may be personally liable for the purchase. The plan do study act (PDSA) form will be required if
this instance should happen. Purchase orders are to be approved before any expenditures happen!
NOTE: If the campus does not adhere to the purchasing cut-off dates each fiscal year, then the
campus must fill out the PDSA form to attach to the purchase order.

Unallowable Expenses - Activity funds shall not be used for the expenses detailed below. The list is not
complete and should only be used as a guide.

a. Medical or hospital expense

b. Loans to employees, parents or students for any reason

c. Individual’s professional dues, personal bills or memberships into private clubs
d. Payment of expenses for spouses or other non-employees

e. Purchase of any gift for any person or organization except as allowed for awards/recognition or
purchased from faculty funds

f. Extravagant or high-priced award/recognitions (these should be of nominal value - $25 maximum)

g. Abuse of light refreshments/snacks and lunches at staff development or campus meetings. Meals are
allowed for long workdays such as open house as well as two times throughout the fiscal year in which
one must have a meeting agenda, sign in sheet, and professional development occurred for a minimum
of 6 hours.

h. Donations to individuals, organizations or scholarship funds. This is considered a gift or public funds,
which are prohibited under Article III, Section 52 of the Texas Constitution. These items would be
allowable from student activity and faculty funds.

i.  Alcoholic beverages, tobacco products, controlled substances, lottery tickets, firearms or other weapons

j.  Extra compensation or bonuses to employees whether in the form of cash or gifts

k. Replacement of an individual’s property that was lost, stolen or damaged on District premises or at a
District function. The Texas Tort Claims Act prohibits use of funds in this manner.

l.  Meals for day travel, unless sponsoring students.
m. Bounce house rental from non-approved vendors and vendors without proof of insurance. All vendors
providing bounce houses, moon walks, inflatable slides, etc. must provide Risk Management with proof

of insurance and a list of equipment rented prior to the event.

n. Any other expenditure prohibited by federal or state law, TEA or Board policy.

11



B. Overview of Use of Funds

In accordance with state law and Board policy (CFD Local), campus activity funds shall be expended for the
benefit of the District or its students and shall be related to the District’s educational purpose. The expenditures,
to the extent possible, shall be expended to benefit those students currently in school who are associated with
the group that accumulated such money. The principal shall use reasonable discretion in expending funds in
harmony with the stated basic purpose of the various funds. The collection and expending of activity funds such
as student vending, pictures, etc., should have as its basic purpose the promotion of the general welfare of the
school and the education, development and morale of all students of the campus.

The collecting and expending of student activity accounts such as band, student council, etc., should be in
accordance with the stated purpose of the particular group. Funds from student activity accounts belong to the
students. Accordingly, student funds may not be diverted to a faculty controlled account for the purpose of
spending the funds on the faculty (i.e. funds from a student account may not be deposited/transferred to a faculty
account).

In general, expenditure of activity funds should be able to pass the public scrutiny test. If you have to ask for
permission, it is likely an inappropriate expenditure.

C. Appropriate Expenditures

Activity funds shall, to the extent possible, be expended to benefit those students currently in school who are
associated with the group that accumulated such money. The principal shall use reasonable discretion in
expending funds in harmony with the stated basic purpose of the various funds. The collecting and expending
of activity funds such as student vending, pictures, etc., should have as its basic purpose the promotion of the
general welfare of the school and the education, development and morale of all the school's students.

Funds from student accounts, whether controlled by the principal or by the student group (SA or GA accounts),
must be used to benefit students. Accordingly, student funds may not be diverted to a faculty controlled account
for the purpose of spending the funds on the faculty (i.e., funds from a student account may not be deposited or
transferred to a faculty account).

1. Professional development including travel as long as the District’s travel policies are followed (such as a
student activity sponsor conference)

2. School assemblies, student body social functions and field trips (If charging admission, then campus must
follow start up cash instructions in the business and financial services manual.)

a. Deposits for field trips are allowed; however, the campus must be aware that it could be out the
funds if the vendor goes out of business.

3. Awards/recognitions/incentives such as plaques, caps, certificates, etc. for students or volunteers as well as
teacher appreciation gifts of nominal value ($25 maximum) that can be used on campus

4. Classroom and office supplies
5. Campus security
6. Light refreshments/snacks

a. If students are being held longer than three hours on a weekend, then the students may be fed out of
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activity funds.
b. End of year parties of pizza, etc. are also allowed, if the parties is at the end of the school day and
does not interfere with instruction.

i. All campuses are allowed to have six food fundraisers during the school day that is not
required to meet the Smart Snack nutrition guidelines. The school day is defined as
midnight until thirty minutes after the end of the school day. This six days have to be
submitted to the student nutrition department as well as have an Eduphoria fundraiser form
completed.

7. Meals are permitted twice a year for staff development/staff retreats and/or teacher/staff appreciation. Meals
should not exceed the meal allowances as allotted for overnight travel—($15 for lunch, $26 for dinner).

For federal funds — no meals unless prior approved by the director of the program.

If you are planning a campus/department retreat, the proper documentation to substantiate the meal will be:

a. An agenda detailing the time for the meeting and professional development activities—at least 6 hours
in order to provide a meal. (I.e. 8:00 a.m. to 2:00 for a lunch—for the overachievers, 8:00 a.m. to 8:00
p.m. would cover both lunch and dinner). Campuses/Departments must have the retreat on one day.

b. Sign in sheets for those employees attending.

c. A retreat off District property may be approved with the following requirements:

Approved MISD vendor must be used

During the Day (work hours)

No alcohol

Within per diem ($13 breakfast, $15 lunch) + $10 per activity

Agenda provided detailing the time for the meeting and professional development activities (at

least 6 hours)

Sign-in Sheet for those employees attending

g. Campus/departments must have this retreat on one business day.

h. When submitting the expenditures, separate out the meal and activity, but the total must stay
within the meal + activity total ($25 if it’s lunch and activity).

oo o

=

8. Spirit or faculty t-shirts if teachers/staff are required to wear the items during certain activities (i.e. Meet the
Teacher, Open House, Friday Spirit Day, etc.) A limit of $10 per staff member per year can be used from
Campus Activity Funds (this $10 is funded by the commission checks).

9. Contracted services such as band masterclasses, D.J., guest speakers, etc. — these contracted services needs
to follow the business and financial services manual. There is a contract review and approval form as well
as a contracted services agreement posted.

10. Cell phones — if a cell phone is stolen off campus property (taken up from a student and locked away), then
the campus could be responsible for paying the replacement cost. The replacement cost should come from

the account line for cell phone fines.

D. Purchase Order Approval

1. The following information must be included on each purchase order request to the campus
secretary/bookkeeper:

a. The vendor from whom the purchase will be made

b. Detailed description of item(s) being purchased, where and when; when expenses are being incurred as
part of a school event, the name of the event should be included in the description (e.g., awards assembly,
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perfect attendance party or band banquet)

c. Cost of total amount to be paid

d. Name or number of the activity fund account that will be charged for the purchase

e. Signature of the person requesting the purchase (usually club sponsor or principal) and the student
treasurer signature if using student activity funds (can also be found on the requisition request form) and

club minutes detailing use of funds must be provided as backup

f. Secretary/bookkeeper will enter the purchase order into Skyward and submit to record the time.

g. Principal will approve the purchase order via Skyward finance.
h. Purchasing department will email out approved purchase orders.

E. Payments to Employees

If the campus is paying any employee/substitute for hours worked (substitutes, extra duty, etc.) from an activity
fund, it must be paid to the individual directly through the District’s payroll process.

Follow the steps below to process payments to employees:

1. A MISD Hourly Employee Timesheet must be completed using the proper payroll account code such as
461.E.36.6117.00.XXX.0.99.XXX or 865 E 00 6199 00 XXX 0 00 XXX.

2. MISD Hourly Employee Timesheet must be filled out completely and sent to Payroll.
3. Once Payroll has processed the timesheet, the employee will be paid on their normal paycheck.
4. Secretary/bookkeeper must run a summary report monthly to cover any benefits via a Skyward transfer.

F. Payments to Individuals for Providing Personal Services — 1099s and W-9s

The IRS requires entities to report payments of $600 or more for services performed by people not treated as its
employees on a Form 1099-MISC. Services that schools might need to report include t-shirt printing, catering,
consulting, choreography, etc. The District and the campuses will share the responsibility for 1099 reporting.
The campus’ responsibility is to obtain a Form W-9 from individuals and businesses to email to the purchasing
department and process the vendor through Skyward in order for a requisition to be entered using the 461/865
accounts. The purpose of this form is to ensure the District receives the correct name and taxpayer identification
number (typically a social security number for individuals) to report on Form 1099. The District is responsible
for pulling the information from Skyward and filing the 1099s.

Honorariums, commissions, bonuses, and any other cash payments from vendors to District personnel
for duties performed during the normal course of the workday are expressly prohibited by the Texas
Penal Code.

G. Invoices/Receipts

1. The only case when an original receipt or vendor invoice is not required is when a check is issued to cover
a travel advance for:
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a. Student meals - A list of students and faculty traveling with totals of how many people must be included
as sufficient backup documentation.

b. Change Fund — See below for instructions.
2. The invoice should be matched with the Skyward purchase order after the purchase is made:
a. Verify vendor name
b. Verify the description of items
c. Verify the price
3. Test the clerical accuracy of the invoice.
a. Ensure that the price multiplied by the quantity equals the total amount charged.
b. Sales Tax

1) If the purchase is for District use, sales tax should be deducted from the invoice total and the school
should issue a Texas Sales and Use Tax Exemption Certificate to the vendor.

2) If an item is purchased by the school and will be re-sold to a student (e.g., cheerleader uniforms,
band instrument supplies) sales tax would not be paid by the school to the vendor. Instead, the school
should issue a Texas Sales and Use Tax Resale Certificate to the vendor and then must collect,
report and submit tax on the sales to the student.

H. Gift Cards

The purchase of gift cards is not allowed from any activity fund, which includes faculty funds. There are
instances where a community member may bring a campus a Wal-Mart gift card as a donation. When this
occurs, the campus is to keep the gift card in the safe with the intent to accept form until the gift card is spent
entirely (note: the purchases will have tax assessed). The receipt (it is best to spend all at once) will be placed
with the used gift card and intent to accept form to be filed by the campus secretary/bookkeeper in that month’s
financial paperwork.

I.  Ordering Accounting Supplies

1. Deposit Books — Complete the form in Finance Folio on SharePoint. These must be ordered and can take
up to 6 weeks to receive and are around $100 that must be in 461 E 23 6399 15 XXX 0 99 XXX.

2. Requisition Request Forms — usually an Google form by the campus secretary/bookkeeper that backup can
access

3. Bank Bags — Complete the form in Finance Folio on SharePoint (these are free).

J.  Change Fund Guidelines

A change fund may be established at the discretion of the principal at the high school campuses for up to $100.
Change funds exist for the sole purpose of making change for parents, students or staff. The cash remains on the
school premises; it is the responsibility of the principal to exercise the maximum available protection of these
funds. The change fund should be secured at all times with only appropriate personnel having access to the cash
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and must be vaulted daily.

. Implementing a Change Fund

Review the Business Procedures Manual — Change Fund and Event Start-Up Cash procedures.

Cash Advance

1.

Cash advances can be used for meals during student travel. This includes the meal costs for
sponsors/coaches/teachers accompanying the students.

1. Cash advances up to $200 can be used for conferences where a District employee will have an
opportunity to purchase discounted District approved items. (e.g., A librarian attending the Texas
Library Association Conference.) Employees must provide receipts for each purchase upon return.
All remaining funds must be deposited back to the District.

Cash Receipts

. General Policy Guidelines

1.

A Skyward student receipt should be generated immediately for all cash and/or checks received. Even if
the check is received by mail, there must be a Skyward student receipt.

Skyward receipts and tabulation sheets are pre-numbered. The tabulation sheet must be prepared in ink and
not be altered or contain erasure marks.

Postdated checks shall not be accepted by the school from any source. All checks must include a pre-printed
name, address (unless it is a police officer then the address may not be on the check), and check number.
The District’s third party vendor for check collection, Envision Payment Solutions, also prefers the phone
number and a driver’s license number (which can be written on the top of the check). Out-of-country checks
may not be accepted.

a. If an individual contacts a campus/department regarding a returned check, give them Envision’s
contact information (1-877-290-5460 or 770-709-3100).

b. DO NOT accept payment for a returned check at the campus/department as it must go through
Envision as there are fees assessed.

Skyward student receipts must be used. Receipt books that are not MISD receipt books are prohibited
(campus should have at least one at all times in case technology goes down).

A Skyward student receipt should be given to the person paying or turning in the money (such as a sponsor
of a student activity group or club).

Checks should be restrictively endorsed at the time they are received using the general operating deposit
stamp. Please make sure that the checks are made out properly to the campus. Also, always go by the
written amount on the check.

Money collected by sponsors, department heads, etc., must be submitted to the bookkeeper/secretary on the
day it is collected along with the properly filled out tabulation sheet (the date on the tabulation sheet is the
date the funds are taken in). This practice precludes the problem of delaying or forgetting to turn in the
money, and further safeguards the money from theft or loss. Employees should not keep money unsecured
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in the classrooms or take money off District property. Campus administration is responsible for making
sure after-school event funds are placed in the campus safe and notifying the campus secretary/bookkeeper
as the fund must be deposited within one business day.

8. Deposits must match the amount collected and should be supported by bank validated receipts.

9. All funds must be deposited before an extended break such as spring break, Thanksgiving, Christmas, etc.

B. Purpose of Receipts

A Skyward student receipt should be generated for all cash collections. Such record can be accomplished by
completing a Tabulation Form from a group of individuals turning in money for the same purpose on the same
day as once the funds are turned into the campus secretary/bookkeeper a Skyward student receipt is completed
for the total of the tabulation form. Every penny collected on a campus must be documented on a Skyward
student receipt or Tabulation Form by the person who collects the funds, regardless of who is collecting the
money (e.g., student, teacher, bookkeeper or principal). For example, when a teacher collects funds from a
student, the teacher must document the collection on a Tabulation Form. Then, later that same day, the teacher
must submit the money and tabulation sheet to the bookkeeper. The funds will be verified in the presence of the
person turning in the funds. Run a calculator tape of all checks to verify amount. (Calculator tape will be
attached to the deposit slip.) Once all cash and check totals haven been verified, issue a Skyward student receipt
to the teacher.

The purpose of the Skyward student receipt is to provide the payee with evidence that the money has been
delivered. Delivery of the receipt to the person delivering the funds allows the depositor to verify the accuracy
of the amount recorded by the bookkeeper. When a receipt is not issued and delivered immediately, control over
the transaction is diminished.

C. Issuance of Individual Receipts (Secretary/Sponsor/Teacher/Student)

1. Special emphasis is placed on the requirement that all Skyward student receipts be filled out completely and
issued to a specific person.

2. Cash must be counted by the person accepting the money in the presence of the person turning in the money.
A Skyward student receipt must be prepared and delivered to the person presenting the cash at the time the
money is received.

Expectation: In cases where the bookkeeper is unable to count funds at the time submitted, the funds should
be place in a sealed fraud resistant bag, signed by both parties and placed in the safe until such time that
both parties are available to open the sealed bag, count the funds and issue a Skyward student receipt. In
the event a bookkeeper and teacher cannot count the money together, the bookkeeper/secretary should count
the money with another District employee. Money should always be given directly to the
bookkeeper/secretary or their alternate designee. Funds must never be placed on the
bookkeeper’s/secretaries’ desk. Funds must be deposited within one business day of receiving them.

3. Receipts should be filled out completely, including:
a. Date received
b. Name of the person from whom the money was received, unless a check comes in the mail from a
company, then the receipt must be completed in Skyward student under the secretary/bookkeeper name

taking in the funds
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c. Amount received

d. Amount received by type cash, check, credit card. The total of cash and checks should be shown
separately. If a tabulation form is presented, then please use pay cash in Skyward student receipting.

e. Record the check number on the receipt (unless a tabulation sheet is used as the tabulation sheet will
have the cash and check split)

f. Simple description for the payment (remove the bill code from the description in order to type the actual
description of what is being deposited)

1. There is one bill code per student activity group.
“Balances from previous school” fines in Skyward student must be researched by clicking fee
history and changing the fiscal year. When adding the receipt, the campus bookkeeper/secretary
will remove balance from previous school in the description and type what the fine is for. Please
note: A lower campus cannot see the history on a student from a higher campus.

3. If using the general bill code, then make sure the description states what is actually being
deposited.

4. Ifabill code needs to be built in Skyward student, then contact the activity accountant.

5. The Skyward student bill code is highly important with the integration with PayK12.

1. Do not use special characters in the description of the bill code such as commas,
hash tag, number sign, semi-colon, etc.

2. On the library bill code for lost books, please make sure to put either LB or
library at the beginning of the description in order for the PayK12 report to
show accounting that it is a library book and not a textbook.

a. Ifacampus librarian has access to waive and add fines, then he/she has
the same access as the campus secretary in Skyward Student Fee
Management. Librarians are to only handle library fines.

g. Indicate tabulation sheet or alternative cash receipt numbers when applicable

If you make a mistake on a Skyward student receipt, then please contact the activity accountant for
assistance.

Print the Skyward student receipt to be given to the individual from whom the money was collected. If it is
a company check received in the mail, then the receipt does not need to be printed as it will be noted on
the fees paid report that is required to be attached to the cash receipt in Skyward Finance.

If technology was down and a MISD receipt book was used:
a. Do not alter a receipt — void and reissue.
i. Reattach any voided receipts to the receipt book (voided receipts must also be attached as
backup to the Skyward cash receipt for audit purposes)

If an error made, then make sure to initial all copies.
Receipts are not to be pre-dated or pre-signed.
Receipt numbers must be used consecutively.
Receipt numbers must be written on the deposit slip for documentation.
Secretary/Bookkeeper must put into Skyward Student once technology comes backup for the fees
paid report to be correct.

me e o
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Receipting in Skyward Student
1. Click on Administration

a. Click on Customers

Mansfield Summit HS (002) (= Ghelcie Howley  Account | Preferences | Exit | [2]
WARD
'+ Home ‘v| Sludenls‘ Offi i Elf:;ﬁzm ‘Q

i | B @8 syravortesw €] New Window F5aMy Print Queus

Setup

wQ

©Q

IMass Fee Creation - MF L]

Reports - RE L

{1 Prorate Schedules - PS
2. Type last name of student or teacher turning in tally sheet in the bottom right hand corner where it states
lookup and click enter on keyboard

Mansfield Summit HS (002) (= Chelcis Howley  Account | Prsfersnces | Exit | | 2|
WARD
' Home |v‘ Students ‘ Office Fe&i:;zl:_‘;‘;t;m ‘Q
<4 > Customers s | B @ vy ravoritesw §]New window 5y Print Queue |
Views: | Customer Details v | Eilters: [ =a11 Customers v Tz = & uick

|Las'INan'EA st Middle w ‘H“ |51u7 s Gr ley ‘Schl| Birlhdate age| G [ sdentType ‘StudﬁulD |PhuneNumI:el Address ‘| Add
I s s S S S -

3.  Click on arrow to the left of student or teachers name
a. Click Add Receipt

Mansfield Summit HS (002) (=l Chieiie Fowley  Aucount | Preferences | et | [ 2]
WARD"
B - R
<4 » Customers w B @@ i ravoritesy §New Window £ My Print Queue |

Views: | Customer Details v | Filters: [*A11 Customers YT W@ = & uick

[Frst Widdie w |Ha$ |Siu? s G- I ‘s.:m| Birlhdate Age|G | Student Type |3tudm1ID | Phone Humber Address ‘| Add
bl TR

I Modify Details (displaying 5 of 5) View Printable Details

= i [ Fee History
w Customer Details 1
This Fee Management Customer is not a student in this entity. Log
Birindate: Name Key. _
Age Phane Number [ nsE
Gender: (INNGGED
User 1
Preferences
|' FEE Nunes"
10)

‘= Fee Activity (2018) mmi Add Receipt

Mo Fee Activity details available

w Next Year Fee Activity (2019) View All Fees

Mo Fee Aclivity details available

4. Below is the official receipt
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Add Receipt I S
Add Receipt [School Year: 2017-18] Create
Back
Deposit: chelciehowley * Payment Date: |04/23/2018 Check #: [ Amount Tendered: 0.00 PIF
Alt Receipt #: ['_i] Check Amnt: PEyTTENT Amount: o
Bill Code: |PAYCHECK |+ | fiCheck Payment Change: 0.00 User
Amount Due: 0.00 Preferences
Remove
Charges [# Pay Plan] Selected
Due Date a Eff. Date Bill Code Descripfion Amount Apply Paid | Commx = =
Remove All
There are no records to display; check your filter settings. Maint. Pay
" Plans

0 records displayed

Il\(.llg[ly Fees| Bill Code v
I Course Fees J B

l Fee Groups }

24l Codes | Select 2~ O Code ® Description @ List

Code Type | Description Amount

Ifsttlnq Fe(-:s]

Asterisk (*) denotes a required field

a.

b.
C.
d

o

Enter the date — this should automatically populate “today’s date”
Check # if paying by check
Amount Tendered (amount being paid)
Check Amnt (only to be used when one is paying by check-if it is a tally sheet of cash/checks,
then use PayCash)
Bill code can be cash, check, but if split like a tally sheet, then use cash
Bill Code at the bottom of the print screen below to the right of activity fees will need to be
selected on the Student Activity group that the funds should go into or general bill code if going
into fund 461 (may need to build bill codes to use with fund 461/fund 865 if not in drop down list)
— example would be general if it is a commission check, band if the funds are for band, etc

i. Click “add to list” then “send to charges browse”

1. After it has populated to the charges section (in the middle of the screen), make
sure to then add the amount taken in from teacher/student/parent to amount and
apply under charges

The description under the charges section must be used for the specific description of what is
being deposited — there is a certain amount of characters that will show on the receipt so
please abbreviate (such as cheer fees, band dues, choir shirt) as well as if a student is in front of
secretary/bookkeeper and it is a check, then please put the parent name that signed the check (this
will help with refunds/returned checks)
i. For example, if you use the bill code general for a Lee’s Pencil Supply commission
check, then you will need to delete the word general out of the description and type
“Lee’s Pencil Commission”
ii. See example below of how sales tax is accomplished on a receipt
Click Create when finished and print the receipt for the student/teacher/parent and backup
documentation (this will aid in balancing to the fees paid report)
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rec mEswy

w Fee Activity (2019) Add Charge Add Receipt View All Fees

Transaction

Charges: 20.00 Paymenis: 30.00 Other Credits: 0.00 [7] Credit Balance: 0.00 Balance Due: 0.00 Prepayments! 0.00 Log
Hide Voided Charges and Payments Hide Adjustment Receipts

MSF

Effective Date Due Date Type Bill Code Description Amount Paid Due
[ 4 Maintain - 07/16/2018 07/16/2018 P PAYCASH Cash Payment -20.00 -20.00 0.00 Pr ‘%?E’:ce
eferences

[ 3 Maintain - 07116/2018 0711672018 =] SUNSHIME SUNSHINE 20.00 20.00 0.00

(Page 1 of 1) Records 1 -2 of 2

FEE Notes
10}

w MNext Year Fee Activity (2020) View All Fees

" No Fee Activity details available

The above is an example of a teacher receipt. There will be two entries that appear in Skyward
student. One of the entries is the charge and the other entry is the payment. There always has to be a
charge in order to take in a payment in Skyward Student.

Please note: If sales tax is owed, then it must be on the Skyward student receipt. (See example

below)

Print
Back

Mansfield Timberview HS
*+#+ Duplicate Receipt #**
Payor: Latson, Reland T Date: 88/12/2828
Receipt #: 4808386396
Payment Type: PAYCASH

Check #:
Alt Recpt #:
Previous Current

Code Description Charge Payments Payment Tax Paid Balance Due
SALESTAX Drill Team Fees 32.67 8.08 32.67 8.08 .08
DRILLTEA Drill Team Fees 485,33 8.08 488.33 8.08 .08
Entered By: amyowens Amount Tendered: 441 .2@
Amount Paid: 441 9@
Change Returned: @.ae
Balance Due: .08

D. Tabulation Form (Sponsor/Teacher/Student)

1. Sponsor/Teacher/Student turning in money to the bookkeeper/secretary should complete a tabulation form
including an additional backup documentation (such as check stubs, fundraiser forms, etc.). Make sure the
date on the tabulation sheet is the date the funds were taken in — not the date taken to the campus
secretary/bookkeeper.

2. Whenever money is collected from a number of students or teachers for a common purpose (e.g., parking
fees, club dues or sunshine fund contributions), a Tabulation Form must be used. The tabulation form
requires less time to prepare than individual receipts and still documents the appropriate information.

3. Individuals who are turning in money must print their names on the top right corner of the form to
acknowledge the accuracy of the amount recorded. The form also requires the check signer’s name, the
check number (if appropriate), and amount being accepted. The cash chart on the tabulation form must be
filled out before turning into the bookkeeper/secretary.

4. The individual who collects the money must turn the money in to the bookkeeper/secretary on the day it is
collected along with the signed Tabulation Form.

5. The bookkeeper/secretary must count the money in the presence of the individual who turned it in to verify
that the amount turned in agrees to the total amount collected, as stated in the middle of the Tabulation
Form.

6. The bookkeeper/secretary must keep the original copy of the Tabulation Form (white). The duplicate copy
must be given to the sponsor/teacher for their records (yellow).
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7. The form must be filled out completely before submitting to the bookkeeper or the form will not be accepted.

1. The purpose on the tally sheet is necessary to determine if the funds collected
are required fines/fees or optional fees.

a.

All required fines/fees are to be added to each individual student by
processing lists on  Skyward Student. The campus
bookkeeper/secretary will complete the processing list by requesting
the student’s first and last name, student identification number, the
description of the fine/fee, and the amount of the fine/fee.

Optional fees are permitted to be setup on PayK12 with the item setup
form obtained from the campus secretary. If the campus secretary does
not have the PayK12 item setup form, then please contact the activity
accountant or the accounting assistant.

8. Sample Tabulation Form. (This form must be requested from the secretary to the Associate Superintendent
of Business and Financial Services and will be interoffice mailed or picked up by campus personnel.)

Mansfield ISD
TABULATION RECEIPT FORM
DATE STUDENT GROUP TEACHER:
PURPOSE TaxaBLEC] NON TAXABLE ]
FOR CAMPUS OFFICE USE CASH
BAG # # TOTAL
RECEIPT # 15
S's

TOTAL AMCUNT 10's.
CASH 20'.
COINS 50'.
CHECKS 100's
TOTAL * TOTAL CASH
Cash_Check Name Check Signer Check # Amount

0O00O0COooooooood

ooooor

e

Coooar

oo oCopoooocooooooon

oono

*Totals should agree

TOTAL™

SUBMITTED BY
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E. Exception to Remitting Receipts

Sales of items with a unit sales price of $1.00 or less do not have to be documented on either a tabulation form
(e.g., fundraiser selling pickles for $0.50 each does not have to be documented by issuing a Skyward student
receipt to each individual person buying a pickle or by completion of a tab sheet). However, if a student actually
sells the items and submits the funds to the sponsor, the sponsor must receipt the student because the total amount
being submitted is greater than $1.00. Regardless of how the sponsor ends up with the proceeds of such a
fundraiser, the sponsor who is organizing the pickle sale must submit the money on a daily basis to the
bookkeeper/secretary, which must issue a Skyward student receipt to the sponsor.

Deposit Preparation for Bank

A. General Policy Guidelines

1.

A deposit must be prepared each day money is collected, and must be submitted to the District’s police
department on a daily basis (or must be stored in the campus’ fireproof safe/vault until the next regularly
scheduled police department pickup). It is the responsibility of campus personnel to ensure the fireproof
safe/vault is maintained in good working order and is bolted to the floor.
a. Make sure any keys located in the safe are labeled as to what they go too
b. Cell phones — If a student uses a telecommunications device without authorization during the
school day, the device will be confiscated. An administrative fee of $15 may be assessed in
order to pick up the confiscated telecommunications device from the office. Confiscated
telecommunications devices that are not retrieved by the student or the student’s parent will
be disposed of after the notice required by law. [See policy FNCE.]

All cash deposits must be verified by a second MISD staff member.

Debit and credit notifications received from the bank for shortages and overages on a deposit should be
researched and recorded as a separate adjustment in Skyward cash receipt. No changes should be made to
the original Skyward cash receipt. Contact the activity accountant with any questions/help.

Deposits may be made only in accounts authorized by the administration and approved by the School Board.
District employees may not open or maintain any other accounts for the purpose of holding funds collected
through activity funds.

Student Nutrition bank bags are to be held in safekeeping in the front office safe for daily pickups and follow
the change of custody form guidelines. Since Student Nutrition deposits are usually given to the campus
bookkeeper/secretary midafternoon (after pickup by the police department), the deposits must be vaulted
for one business day only.

B. Deposit Procedures

1.

Prepare deposit slips in triplicate. White copy must be included in the deposit bag. The yellow copy must
be included with the campus backup documentation such as a tally sheet/Skyward student receipts/fees paid
report. The pink copy of the deposit slip must stay in the deposit book.

If a deposit requires multiple deposit tickets be sure to record “1 of 2” and ‘2 of 2 on the appropriate ticket.

No cashing checks! The type of funds received must be deposited in the same form.

Checks must be listed on the deposit slip including the check number and amount. Care must be taken to
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ensure all checks are restrictively endorsed “For deposit only” with your deposit stamp at the time it is
received.

Only use District provided fraud resistant deposit bags. Based on the District’s contract with the bank,

specific requirements must be met when organizing your daily deposit and when filling out the required
information on the deposit bag.

Sample Fraud Resistant Deposit Bag

e s tear-O0T rpcad BEFORE i g 73&6831
v,

’ﬂ\" FIO St :lc“uu

HE WORD HBONE,
[ D TAMPERING ACTIWATED" APPEAR ON THE B TAT SECURITY TAPE
@ 4 ‘|mp:n|r?0;wr HAVE 00 CIJHTH:D DO NOT OPEN BAGL NOTIFY SENDER IMMEDIATELY

ECO 2

huniiy, Tamper A sieand Techrology

AMAMMAIN 7386831
t

L PEEDS tap s et EUOOTH G
BN 5 WOTAY SSEAL L

ace: ooy o - sacn g
sl 7w B Sl C. PIRCE deposil ks, chacks,
on the Baek. ol bag

N - {3 Frost - DONOT GUT MERE TO OPEN - £} Froat ~ DO NOT CUT HERE TO OPEN - {2 Frost
|
|

Additional bank bags can be requested throughout the year by completing the form in Finance Folio on
SharePoint (these are free).

The supporting documentation for the deposit (yellow deposit slip, fraud bag slip, tabulation forms, check
stubs, fees paid report, etc.) must be retained and filed in an organized manner for audit purposes as well as
attached to the Skyward cash receipt. The fees paid report has the budget code for the funds to be deposited

into out beside each bill code. (Below are instructions on how to build the fees paid report in Skyward
Student)

If money will be received on the campus and missed the daily police department pickup, the campus
bookkeeper/secretary must vault the funds to be taken to the bank the next business day. If the campus takes
a deposit to the bank, then a MISD Police officer must accompany the designated campus person to the bank
when making a cash deposit of $1,500 or more.

In the event money needs to be turned in at the end of the day and the bookkeeper/secretary is no longer
present, the money must be turned in to a campus administrator or backup MISD staff designee. If it is
anticipated that this will be after hours, advance notice must be given to the campus administrator. Funds
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10.

11.

for deposit may not be kept anywhere on campus except the vault and must only be vaulted for one business
day.

If the District’s police department fails to make a daily pick up notify, the activity accountant, immediately.
Please note that campus deposits are one day behind. Do not call the MISD police department unless it has
been more than a business day that the deposit has been vaulted.

Student nutrition deposits are to be prepared and sealed in a fraud resistant bag by the cafeteria managers.
All campuses are responsible for arranging for someone to accept the student nutrition sealed fraud resistant
bag each day (usually the secretary/bookkeeper). If the bookkeeper/secretary is unavailable, an alternate
should be trained and available to accept the bank bag. Student nutrition will have a duplicate change of
custody form with bank bag details (i.e., bag number, amount). The bookkeeper/secretary will confirm the
bag number and initial the form indicating physical acceptance of the bag. The bookkeeper/secretary will
get the carbon copy and student nutrition will retain the original. The forms should be filed daily with the
police department log. The student nutrition department will comply with the deposits being made before
holidays.

Fees Paid Report in Skyward Student

Once logged into Skyward Student, click on the administration tab. Then, click on Fees Paid Report.

SKYWARD

Advanced | Federal/State
e C
Home |+ Students | Office Features Reporting 2,

<4 M/ Reports 3¢

Chelcie Howley Account Preferences Exit ?

James Coble Middle (045) (=

@ ﬂ g Favoritesw U Mew Window IUM'y'Print Queue

El-3 Fee Management Reports - RE

-] Aging Report - AR
[ Bill Codes Repart - BC
-~ Billing Detail Report - BD
[} Credit Balance Report - CB
[ customer Setup Records - CS
-} Customers With Dropped Courses Report - DC
[ Customers Without Fees - CW
- Fee Code Totals - FC
[} Fees Paid Report - FP \/
B3 Invoice Options - 10
[0 Print Invoice by Range - PR
“{ ] Print Invoice by Individual - PT
L Lunch Code Changes Report - LC
-] Payments by Check Number - PN
-3 Payor Balance Notification Options - PB
._'] Payor Motification by Email - NE
._'l Payor Motification by Phone - NP
._'l Wiew/Save Locally Payor Dial Files - DF
) Print Payment Coupons - PC
[} Print Receipts - PR
1) Print Statements - PS
[} Print Totals - PT
[} Receipt Totals - RT
-] Transaction Log Report - TL

Click Add. The below print screen will pop up.
The title can be Fees Paid Report or campus specific such as Coble MS Fees Paid Report.

Make sure to check the box “Share with other users in entity 045” (the entity number will change depending on what
campus is setting up this report.

The payment date should be the same date in low and high (this will be the date all receipts were taken in).

The deposit number will be the campus secretary/bookkeeper’s first and last name no spaces in low and in high their

({34

first and last name no spaces with “z” until a “z” cannot be typed anymore.
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Uncheck select all out beside Payment Bill Codes and only select Pay Cash and Pay Check. The campus
secretary/bookkeeper may have to add in pay waive every once in a while in order to balance to the amount paid in
register column on the Fees Paid Report.

Click Save.

The report is then ready to edit each day and change the payment date for each deposit date.
g’ﬁ Fees Paid Report - Entity 045 - WSVADVFMARENFP - 11726 - 05.22.06.00.05 -... — O =

B skyward-mansfield.iscorp.com/scripts/wsisa.dll/W5ervice=wsedumansfieldtx/sfeem...

Fees Paid Report @O &S 2
Template Settings | Save |
_— - Save and
* Template Description: |Fees Paid Report | | Print

& share with other users in entity 045 [ Reset |

C Print Greenbar [ Back |

Fees Paid Report Ranges

School Year: | Current Year (2822-23) |

[?] Entity: 045

Low High
Customer Key: | | |zzz77777777 |
Payor Key: | | |z7zzezzzzzz |

(] print Report for Today's Date
payment Date: [01/0/1900 | [12/31/2999 [
Deposit Number: | ||zzzEz7E7ZTIIZZZE |
Report Type: | Detail v |
[l Sort payments and prepayments by Deposit Number
Print totals by account number
Print ranges on last page

Payment Bill Codes [ Select All

Bill Codes

PAYCASH [Cash Payment - @45] N
PAYCHECK [Check Pay - 845]

Charge Bill Codes Ld Select All (2]

Asterisk (%) denotes a required field
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Deposit Preparation for Skyward Finance

Click on Account Management

/-/_ Mansfield Independent School District Chelcie Howley  Account | Preferences | Exit | |2
SKYWARD —

Home

Y| Vendors = Purchasing .;c;;:;;s Accounts Fixed Inventory | SBAA Custom Q

Receivable Assets Reports

Click on Cash Receipt

Mansfield Independent School District

SKYWARD
Account - Accounts  Accounts | Fixed
Home |+ Vendors | Purchasing Payable | Receivable | Assets Inventory | SBAA
4Q
GUOgETary Uata Winig = o 1] Submit Transfers - ST q
Vendor Check History - VC Lo Approvals - AP o
General Inputs History - Gl Ll Transfers - TR €
E Batch Reports - BR @ Accounting Update - Budget Transfers - AUT]
N iiierReno=sl R ja| Update History - Budget Transfers - UH ]
M
N ~ General Inputs - Gl Setup
H « Journal Entry - JE Setup
L Submit Journal Entry - SJ 4
¥ Approvals - AP Ln|
L Journal Entry - JE in|
L Accounting Update - Journal Entries - AU 4]
Update History - Journal Entries - UH Ln|
« Cash Receipts - CA Setup
Cash Receipts - CAD 4
Accounting Update - Cash Receipts - AU
Update History - Cash Receipts - UH in|
Change History - Cash Receipts - CH Ln|
Reports - RE Ln|
Click Add
77 Mansfield Independent School District Shde towen, Nt | Pesemiens | B LR,
SKYWARD
= Accounts | Accounts | Fixed Custom
Home Mz Vendors | Purchasing Payable | Receivable | Assets Inventory | SBAA Reports Q
<l Cash Receipts i © © [Z @ vyFavoitesv ] New Window g5 My Print Queve
views: [ WIP | Eilters: [ *WIP - A1l Fiscal Years v T oW E @
Fiscal = - - - wiP ) m— _ Edt

Make sure the fiscal year is correct on the below screen. The batch number populates on its own. Enter the short
description that must start with the campus organization code (subject matter being deposited — brief description
such as 207 Library, Band, StuCo). Click Save.
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¢{3 Batch Number Entry - WRAM\GINCAVCAVCA - 29808 - 05.23.06.00.03 - Work - Microsof...

(I >

@ https://skyward-mansfield.iscorp.com/scripts/wsisa.dll/WService=wsfinmansfieldt/fa... A

Batch Number Entry

MmO o 2

Batch Number Entry

* Fiscal Year: [2023-2824: July 1, 2023 - June 38, 2024

v

* Batch Number: |23-00109

* Description: (002 SHS 08012023

Asterisk (*) denotes a reguired field

| Back |

Click add. The below screen will display (the below also has how a line should look as to what should be filled

out):

Detail Line Entry

@ O o

Batch Information

Fiscal Year: 2023-2024: July 1, 2023 - June 30, 2024
Batch Number: |23-00109
Description: 002 SHS 08012023

| Save |

| Save and
Print

| Back |

General Information

* Line:

* Account: |461 R 00 5749 00 002 0 00 000

Description: |SHS SCHOOL ID

Addt'l Description: [

Name: | |v |

* Date: [08/01/2023 [
Reference:[ ]
Project/Grant: | =]

Account Description

| Set Tab |
Order

461 CAMPUS ACTIMITY -

FUND

= &

00 OTHER

5749 OTHER REVENUES
FROM LOCAL SCUR

00 GENERAL

Line Amounts

* Debit:
* Credit: 20.00

Cash Receipts

* Bank Cash Account:|GENOP v |GENERAL GPERATING

Bank: FROST NATIONAL BANK

Receipt: 1202075

Payment Type: Check Number:

Batch Amounts

# of line items: 1

Deebit: 0.00 Credit: 20,00 MNet Amount: -20.00
Receipt totals for current receipt number within this batch
# of line items: 1 Debit: 0.00 Credit: 20.00/ MNet Amount: -20.00

Asterisk (*) denotes a required field

Under general information,
a. the line will populate on its own,

b. the revenue or liability code must be typed in as to what is being deposited such as 865 R 00 5749 00
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XXX 000 XXX,

c. the long description must be typed in such as library book fines, transcripts, AP exams, PE fundraiser
(Since receipting is done in Skyward student, the fees paid report is required in the backup that is
attached),

d. the date must be the date the warehouse/police staff is picking up the deposit,

e. type in GENOP in the bank cash account (if data retention on add is set then you do not have to worry
about this as it will be a default) and the FROST will populate on its own as well as the receipt number,

f. the payment type should be cash (this is the cash receipt — the campus backup has the payment methods),

g. However, a PayK12 deposit needs to use the EFT payment method since the funds are electronically
deposited into the campus bank account. The campus receives a PayK12 report from the accounting
assistant or activity accountant as backup to enter a cash receipt in Skyward.

h. the amount of the deposit on the deposit slip must be entered as a CREDIT under line amounts (which will
also be the total on your fees paid report — remember that one day of receipting will be sent to the bank the

following business day),
1. click save,
j. do not print the cash receipt report — do not print anything in regards to the cash receipt — the cash receipt
batch number can be written or typed on your backup (such as write on the deposit slip)
a. do not click reverse OR reverse and re-issue — contact the activity accountant if you are
unable to edit a line

b. Click the attach button on the right hand side to attach deposit backup, which must include deposit

slip, FROST fraud proof bag slip, tally sheet with receipts, fees paid report, and any other

documentation that would normally be filed with the deposit. The cash receipt will not be batched

until the documentation is attached. The asterisk on the attach button means the attachment is
attached — make sure the attachment has been checked to include all

off/left out.
Mansfield Independent School District ECEEE IS AR ey TR
SKYWARD
Home - Vendors = Purchasing ";‘f;?:g:f Ff\e iceci\‘-'l:ﬁe AF:;:ES Inventory | SBAA S:;‘;'r;'; Q
<4} ~ Cash Receipts i¢ @ u [& @ vyrFavoitesy TYNew Window £ZuMy Print Queve
Views: [WIP ~ | Filters: | *WIP - A1l Fiscal Years v L ARy Add
Fiscal WIP Edit

Batch w Descripfion Created Year Rev Source Status JE Offsets Error Currency FFAMGM ID | Created By Delelts
» 21-00638 SHS Deposit 09102021 89/15/2021 20212022 No w usD 110722 STEWART DAWN WARTE

21-8@633 SHS Payk 12 deposit 09102021 89/15/2821  2021-2022 usD 110707 SPRONG LYNN ELISARET Report
» 21-00629 21-00629 LHS 09/14/2021 89/15/2621 20212022 No (R w No No usp 110697 BROWN LATRICIA TERQ!
» 21-08625 BBIA 9/13/2021 Deposit 09/15/2021 20212022 No (R w No No usD 110681 ROLLINGS VALERIE J c'i‘l:g';‘g
» 21-0@618 BBIA 9/13/2021 09/15/2021 20212022 No (R w No No UsD 110654  ROLLINGS VALERIE J fr
P 21-20615 MI0920 FSP Foundation Payment for Sept 2021 @9/14/2821  2021-2022 No CR w No No usp 110639 ONIMAGO-ISHIAKA SEFI
» 21-00610 SHS Deposit 09142021 69/14/2621 20212022 No (R w No No usp 110618 STEWART DAWN MARIE Atiach
» 21-ges98 Band Fee 99/14/2021 20212022 No (R w No No Usb 110585 | CLINAGE GINA MARIE
b 21-oeses CHO930 Ofl & Gas Revenue BOK-Finandial 69/10/2021 20212022 No R w No No UsD 110461 ONIMAGO-ISHIAKA SEFL | “rem®
» 21-p8547 CH1001 Texas Class BOK transfer-Oil & Gas Royalty 89/10/2621 20212022 No R w No No usD 110460 ONIMAGO-ISHIAKA SEF | 2oceuring
» 21-ees3a  Choir Tee Shirt 69/10/2021 20212022 No (R w No No usD 110428 | WILLIAMS WILLIE JAME
» 21-0@387 CHOB31 FSP Foundation Payment for Aug 2021 08/30/2021 20212022 No (R w No No Usb 109889 | ONIMAGO-ISHIAKA SEFT Re?jﬁ;}g,,

on Add

The cash receipts are batched by the activity accountant at least twice a day.
Please remember that one cash receipt batch equals one deposit.

Deposits need to go to the bank daily, if possible. Otherwise, funds can be vaulted for one business day (up to
$1000). If the warechouse/police is a no-show, then please let the activity accountant know immediately (or the
deposit/cash receipt will have to be dated the next date for the warehouse/police staff to pick up). The white
deposit slip goes in the FROST fraud proof bag, the yellow stays with campus backup, and the pink stays in the
deposit book.

Make sure to log your deposit on the below form.
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Funds Submitted By: Funds submitted By: WIS Wareha usa Depasits Pickad Up By:

Please note: Deposit slip orders go through SharePoint Finance Folio form for deposit slips. These can take up to

four weeks to be delivered to the campus and are around $100 that will be deducted from 461 E 23 6399 15 XXX
099 XXX.

This code is used during deposits/cash receipts 461 L 00 2171 00 XXX 0 00 000 for funds that are due to MISD
general operating, such as: TCC and Textbooks.
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@ Detail Line Entry - WRAM\GI\CA\CA\CA - 29808 - 05.19.06.00.02 - Google Chrome - o
& https//skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/fambredit002 w?isPopup=true

Detail Line Entry WMo S 2
Sawi
Batch Information S
Save and
Fiscal Year: |2019-2020: July 1, 2019 - June 30, 2020 Print
Batch Number: [19-00135 Back
Description: MHS 7-23-19
Set Tab
General Information Account Description Order
=line: [ 5| 461 GOVERMMENT
ACTIVITY FUND
* Account: |461 L 00 2171 00 003 0 00 000 - $ 00 OTHER
Description: |Textbooks MHS 2171 GEMERAL FUND
00 GEMERAL
003 MANSFIFLD HIGH T

Line Amounts
g ~ Debit:
Addt'l Description: [ | * Credit:
Name: =
“ Date: 07725720150
Reference: [ |
Project/Grant: -

Cash Receipts

* Bank Cash Account: GENOP  |» | GENERAL OPERATING Receipt: 1301003
Bank: FROST NATIONAL BANK Payment Type: | Cash ¥ | Check Number:

Batch Amounts
# of line items: 6/ Debit: 0.00 Credit: 1,040.30. Net Amount: -1,040.30
Receipt totals for current receipt number within this batch

# of line items: 1| Debit: 0.00/ Credit: 119.00/ Met Amount: -119.00
Asterizk (*) denotes a required field

This code is used during deposits/cash receipts 461 L 00 2172 00 XXX 0 00 000 for funds that are due to another
campus, such as id fines. The activity accountant changes the budget code to the correct revenue code for the
campus that it is owed to and lets the campus know to do a transfer. If the amount owed to another campus is split
between fund 461 and fund 865, then there must be two separate lines on the cash receipt (such as ids go into fund

461 and band would go into fund 865). Make sure to put in the description what the fine is for by looking in fee
history in Skyward Student.
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@ Detail Line Entry - WRVAM\GINCA\CA\CA - 29808 - 05.19.06.00.03 - Google Chrome -0

@ https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/fambredit002.w?isPopup=true

Detail Line Entry MO S 2
Savy
Batch Information =ave
Save and
Fiscal Year: 2019-2020: July 1, 2019 - June 30, 2020 Print
Batch Number: 19-00135 Back
Description: MHS 7-25-19
Set Tab
General Information Account Description Order
*lne: [ 2] 461 GOVERNMENT
ACTIVITY FUND
* Account: [461 L 00 2172 00 003 0 00 000 - s o0 OTHER
Description: |BB student ID 2172 SPEGIAL REVENUE
FUND
00 GEMERAL -

Line Amounts

z = Debit:
Addt| Description: [ | = Credit:
Name: i
* Date: [07/25/2019 |4
Reference:[ |
Project/Grant: -
Cash Receipts
* Bank Cash Account: |GENOP |+ | GENERAL OPERATING Receipt: 1301000
Bank: FROST NATIONAL BANK Payment Type: | Cash ¥ | Check Number:
Batch Amounts
# of line items: 6 Debit: 0.00/ Credit: 1,040.30 Net Amount: -1,040.30
Receipt totals for current receipt number within this batch
# of line items: 1/ Debit: 0.00/ Credit: 5.00/ Net Amount: -5.00

Asterisk (*) denctes a required field

This code is used during deposits/cash receipts 461 L 00 2114 00 XXX 0 00 000 for sales tax — the sales tax excel
form should be filled out when doing the deposit (helps in getting the tax correct and aids the campus in knowing
what is paid each month to the Texas Comptroller)
a. If sales tax is not accounted for in cash receipt, then the cash receipt must be reversed and
reentered.
b. If sales tax was not accounted for in cash receipt and the transfer was done, then transfer will have
to be reversed and the cash receipt will have to be reversed. Then, the cash receipt and transfer
will have to be entered again.
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Detail Line Entry @ O

Batch Information Back
Fiscal Year: 2022-2023: July 1, 2022 - June 30, 2023

Batch Number: 22-02321
Description: BBFSA 1-13-2023

General Information Account Description
Line: 3 461 CAMPUS ACTIMITY -
FUND
Account: 461 L 00 2114 00 038 0 00 000 s 00 OTHER ‘
Description: BB Sales Tax- Auto Tech 2114 SALES TAX PAYABLE
00 GEMERAL
03% CABFFE TFCH -

Line Amounts

#~ Debit: 0.00
Addt'l Description: Credit: 22.87
Name:
Date: 01/13/2023
Reference:
Project/Grant:
Cash Receipts
Bank Cash Account: |(GENOP | GENERAL OPERATING Receipt: 3902692
Bank: FROST NATIOMAL BANK Payment Type: Check Check Number:
Batch Amounts
# of line items: 5 Debit: 0.00 Credit: 355.00/ MNet Amount: -355.00
Receipt totals for current receipt number within this batch
# of line items: 1 Debit: 0.00/ Credit: 22.87| Net Amount: -22.87

Fund 461 Important Budget Codes
A. 461 R 005749 00 XXX 0 00 000 — misc. revenue code used on cash receipts as well as refunds
a. Such as Fundraisers, field trips, commissions, etc.
461 R 00 5744 00 XXX 0 00 000 — DONATIONS ONLY on cash receipts (ex. PTA donation)
461 R 00 5739 03 XXX 0 00 000 — attendance school (used at high school levels)

ocaw

99 XXX)

o

XXX 099 XXX)
461 L 00 2171 00 XXX 0 00 000 — Due to General Operating

™

461 R 00 5749 00 XXX 0 00 608 — band maintenance fees (must do transfer to 461 E 36 6249 18 XXX 0

461 R 00 5749 00 XXX 0 00 860 — orchestra maintenance fees (must do transfer to 461 E 36 6249 21 00

a. Such as Summer school, textbooks, PSAT/SAT, Duke exam fees, TCC, TWU, parking spots at

high schools, Chromebook charges
461 L 00 2172 00 XXX 0 00 000 — Due to another campus for fines/fees collected for fund 461
a. Such as other campus id fines, library fines
461 L 002114 00 XXX 0 00 000 — Sales Tax
865 R 00 5749 00 XXX 0 00 XXX — misc. revenue code used on cash receipts as well as refunds
865 R 00 5744 00 XXX 0 00 XXX — DONATION ONLY on cash receipts
865 E 00 6199 00 XXX 0 00 XXX - payroll
865 E 00 6299 00 XXX 0 00 XXX — contracted services
a. Such as bounce houses, visiting authors
865 E 00 6399 00 XXX 0 00 XXX - supplies
865 E 00 6499 00 XXX 0 00 XXX — misc. operating
a. Such as meeting refreshments, dues
865 L 002172 00 XXX 0 00 000 - Due to another campus for fines/fees collected for fund 865
a. Such as Stuco dues
876 L 00 2191 00 XXX 0 00 000 — SUNSHINE
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Fund 461 Sub Object Codes

Please remember that Skyward will default to the sub object codes on the flip chart bottom portion.

461 SUE OBJECTS ONLY
01 |lst Grade 43 |Photo Jownzli=zm
02 |2nd Grade 4 |Phy=icsMad Science Club (T Fendon ES)
03 |3rd Grade 45 |Hope Commuttee (LEHS) Positrve, Behawior, Intervention, Support (FBIS-D Shepard IS)
04 [4th Grade 46 |Satwrday School/Attendance MakeUp
05 |5th Grade 47 |School Pichores Trmovation Lab (BBIA)
06 |6th Grade 48 |5cience/Health Science
07 |Tth Grade 4% |5octal Studies
08 |Bth Grade 50 |SpameshForeim Langmags
0% |9th Grade 51 |Special Ed'Special Kids Creation (MHS)Life Skills Tuesday Tators (LRHS)FALS B (LHS)
10 |10tk Grade 52 |Student Coumcil/Student Gov't
11 [11th Grade 53 |Step Team
12 |12tk Grade 54 |Student D=
13 |Pre-Emdergarten 55 |Electromues/Skalls USA (BBIA)
14 |Eindergarten 56 |Target Compettion Team (BBLA)
15 |Campus Operations 57 | Technology/ Computer Science
16 |4 58 |Thesprans or Theater or Drama
17 [AVID 59 |Weldmz/Sklls USA (BBIA)
18 |Band 60 | Whiz Qu=TIL
15 |Cell Phone Fines 61 |Yearbook
20 |ChessFALS Potato Fundraiser 62 |Auto Tech Center BEIA
21 |Choir 63 |Business Testing
22 |[Counseling 64 |Construction Tech
23 |Diance 65 |Homeulture
24 |Duke Exam Fee/AP Testing/Certifications 66 |Pharmacology
25 |Enslish 67 |BE Vet Tech
FALSLife Skalls Tigerbucks (MHS) Success (LHS)/Coffes Café
26 |(LRHS)/Skalls for Living (Coble) 68 |Fon Whitson Ag CenterFeed Stewart Canter
27 |Field Trips 69 |Savvy's Bistro/Coclong (MHS M Culmary Arvts (LHS)
28 |Fine Art=/'Orchestz 70 |Baseball Athletics
2% |Fundrzisers 71 |Gurls Basketball
30 |GT 72 |Boys Bazketball
31 |History/Scrabble Club (B Tipps ES) 73 |Foothall
32 |Human Geography 74 |Boys Golf
33 |Law Enforcement (BBIAYACADEC (LEHS) 75 |Gards Golf
34 |Library 76 |Hall of Honor
35 [Math 77 | Softball
36 |Mini Grants 78 |Swimming
37 |Music 79 |Girls Track
38 |Nurses ClimeMNursing (BEIA) 80 |Boys Track
3% |PE 81 |Girls Volleyball
40 |Photography 32 |Powerhfine
41 |PSAT/SAT/ACT - Fit Club (D Shepard IS) 83 |Boys Soccer
42 |Raobotics 84 |Girls Soccer
85 |Cross Conntry
86 |Tenmis
87 |Project Lead the Way (BBLA)
88 |FFA (BBIA entry fees)
85 |EMT (BBLY)
90 |Floral Desizn (EBI4)

34




Fund 865 Local Codes

LOCAL
600
601
602
603
604
605
606
607
608

610

620

624

640
641
642
643
644
645
646
647
648
649
650
651
652
653
654

Short Description

ACADEC

ACADEMIC FEST

AMNESTY INTER

ART CLUB

ASLCLUB

ATHLETICS/ANIMATION CLUB (BBIA)
AUTO TECH

AVID

BAND

BASS CLUB(MHS)/BOOK CLUB(LRHS)
BELL GUARD

BIOLOGY CLUB/Environmental Club (LHS)
BOWLING CLUB

BOYS 2 MEN

BUILDER'S CLUB

Long Description

ACADEC

ACADEMIC FESTIVAL

AMNESTY INTERNATIONAL

ART CLUB

ASLCLUB

ATHLETICS/ANIMATION CLUB (BBIA)
AUTO TECH

AVID

BAND

BASS CLUB(MHS)/BOOK CLUB(LRHS)
BELL GUARD

BIOLOGY CLUB/Environmental Club (LHS)
BOWLING CLUB

BOYS 2 MEN

BUILDER'S CLUB

Ridge Runners (LRHS)/Community Volunteers ( Ridge Runners (LRHS)/Community Volunteers (MHS)

CHEERLEADING
EAGLE STORE
CRIMESTOPPERS
DECA CLUB

FALS

FCCLA

FRENCH CLUB
FRESHMEN CHEER
JV CHEER

CHESS CLUB

CHOIR

COMPUTER SCIENC
DEBATE

DRAMA

DRILLTEAM

FOR CLUB

ELA

GERMAN CLUB

GO CENTER

GO GREEN CLUB
HOME ECONOMICS
HOSA (Mansfield Medical @ BBIA)
INTERACT CLUB

FCA

FFA

JOURNALISM

JPSAT

JROTC

KEY CLUB
LANGUAGE ARTS
LAW ENFORCEMENT
LATIN CLUB

Best Buddies

LIFE SKILLS

LULAC

MAROON PLATOON
MEDIATECH

KNI OF TOMORROW/SONS OF SUMMIT
MENTORS&MENTEES
MULTI-CULTURAL

CHEERLEADING

EAGLE STORE
CRIMESTOPPERS

DECA CLUB

FALS

FCCLA

FRENCH CLUB
FRESHMEN CHEERLEADING
JV CHEERLEADING
CHESS CLUB

CHOIR

COMPUTER SCIENCE
DEBATE

DRAMA

DRILLTEAM

FOR CLUB

ELA

GERMAN CLUB

GO CENTER

GO GREEN CLUB

HOME ECONOMICS
HOSA (Mansfield Medical @ BBIA)
INTERACT CLUB

FCA

FFA

JOURNALISM

JPSAT

JROTC

KEY CLUB

LANGUAGE ARTS

LAW ENFORCEMENT
LATIN CLUB

Best Buddies

LIFE SKILLS

LULAC

MAROON PLATOON
MEDIA TECH

KNIGHTS OF TOMORROW/SONS OF SUMMIT
MENTORS & MENTEES
MULTI-CULTURAL CLUB
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660

670

674

680
681
682
683
684
685
686
687
688
689
690
691
692
693
694
695
696
697
698
699
850

860

NERD CLUB
NEWSPAPER

NHS

NJHS

PACK SHACK

PEER MEDIATION
PHOTO JOURNALIS
RADIO BROADCAST
RETRO

ROBOTICS

Aerie Literary
InternationalCu
SCIENCE

SCREAMING EAGLE/Girl Power (ECHS)

SHADES/Big Al DJ Club (Coble MS)
SHOW CHOIR

SOLAR RACING
SPANISH CLUB

STEP TEAM

STUDENT COUNCIL
TAFE

TASA

TEEN LEADERSHIP
MuslimStudent

UlL

UNICEF

VICA

WELDING/Coble Creators
YEARBOOK

WHIZ QUIZ

GT

FUNFOAMFLYERS
TICTOC

Game Design

Culinary

Architecture
AFRICANSTUDENT
Senior Class (FY USED)
CERAMICS
Dance/MOB (SHS)
Movement/MOVE
Tigers Untamed

Tiger Ambassado
Catholic Studen
Women's Empower
Drill Team JV
Homecoming
Luck/HOG Week
Project Care We

GSA

Day of Service (LHS)
Blue Fx

Construction Tech
Life Skills B

Orchestra

African American History Club
Black Student Association

JROTC Drill Team

NERD CLUB
NEWSPAPER

NHS

NJHS

PACK SHACK

PEER MEDIATION
PHOTO JOURNALISM
RADIO BROADCASTING
RETRO

ROBOTICS

Aerie Literary Magazine
International Culture
SCIENCE

SCREAMING EAGLE/Girl Power (ECHS)

SHADES/Big Al DJ Club (Coble MS)
SHOW CHOIR

SOLAR RACING TEAM
SPANISH CLUB

STEP TEAM

STUDENT COUNCIL

TAFE

TASA

TEEN LEADERSHIP

Muslim Student Association
ulL

UNICEF

VICA

WELDING/Coble Creators
YEARBOOK

WHIZ QUIZ

GT

FUN FOAM FLYERS R/C
TICTOC EMBROIDERY
Game Design

Culinary Competition Club
Architecture Club

AFRICAN STUDENT ASSOCIATION
Senior Class (FY USED)
CERAMICS

Dance/MOB (SHS)
Movement/MOVE CAMP
Tigers Untamed

Tiger Amabassador
Catholic Student Association
Women's Empowerment
Drill Team JV

Homecoming

Luck/HOG Week

Project Care Week

GSA

Day of Service (LHS)

Blue Fx

Construction Tech

Life Skills B

Orchestra

African American History Club
Black Student Association

JROTC Drill Team
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Deposit Transfer in Skyward Finance

Click on Account Management/Transfer

Mansfield Independent School District e e T P
SKTWARDY /N
Account q Accounts | Accounts Fixed Custom
Home |+ e Vendors | Purchasing Payable | Recsivable | Assets Inventory = SBAA Reports Q
- Q - [ rint Queue
Account Management - AM Setup + Budget Management - BM Setup + Project/Grant Management - PG Rudd
Budget Entry - BE Ln| Project/Grant Entry - PG L Edit
E + Account Master - CA Setup + Requisitions - RE Reports - RE Ln| Elete
ol | AccountProfile - AP L Budget Approval - BA Q floncss
p | Chart n:TfAccounts -CA Ln| + Revisions - BR Lport
M Operating Statement Accounts - OS5 Ln| Budget Revisions - BR T
Balance Sheet Accounts - BS Ln| i . atus
L Accounting Update - Budget Revisions - Al ange
L Update History - Budget Revisions - UH ] =
» ~Account Management Reportin... < Transfers . TR E
M || Budgetary Data Mining - DM Q Submit Transfers - ST Ln| T
L i -
Vendor Check History - VC T Approvals - AP € —
M | General Inputs History - GI Ll —— . om

Click Add on the below screen

Mansfield Independent School District D L A T TR = R
SKYWARD
Account q Accounts | Accounts Fixed Custom
Home v Vendors | Purchasing Payable | Receivable | Assets Inventory | SBAA Reports Q
‘ H Transfers # @ v @ - {jFavotitesv q‘_'|New Window IEIM\r Print Queue
Views: | Batch w| Eilters: [ Batch - ALl Fiscal Years Clone v v &

Make sure the correct fiscal year is displayed. The batch number will populate on its own. In the description
below, put the cash receipt batch number then a brief description of what was deposited — click save

§{1 Batch Number Entry - WPAM\BM\TRATRATR - 25506 - 05.22.06.00.02 - Google Chrome = O >

8@ skyward-mansfield.iscorp.com/scripts/wsisa.dll/WService=wsfinmansfieldtx/fambreditd01.w7i...

Batch Number Entry @O s 2
Batch Number Entry L1
Back
* Fiscal Year: | 2022-2023: July 1, 2022 - June 38, 2023 v|
* Batch Number: 22- 00186
* Description: |CR 22-00034 Band, Choir, NHS |

Asterisk (*) denotes a reguired field

Click Add on the below screen
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Edit Details - I ]
Batch Information | Close |
Fiscal Year: 2022-2023: July 1, 2022 - June 30, 2023 Edit |
]
Eatch Number: 22-04777 (__Beport
Description: test
Detail Lines
Views: [ General w | Filters: [ Skyward Default Clone (6) v| v [ &, i
Line# & _Al:cnunl D_esl:n'plipn Dehit Amount Credit Amount Refeqen_ ;Mﬂl
r ? x ’ 4 || Import
There are no records to display; check your filter settings. I Detai Lines |
-
4 »
0 records displayed Line #:
Totals by Fund
Fund Debit Credit Met BS Met 0S Net
Total | 2.ee 8.80 @.00 2.00 8.88 |-
-
Detail Line Entry (- I
1 5
Batch Information e S0V
| Save & |
Fiscal Year: 2022-2023: July 1, 2022 - June 30, 2023 Again
Batch Number: 22-04777 | Back |
Description: test
| Set Tab |
General Information Account Description __ Order
*lne: [ 1 451 GOVERNMENT N
i ACTIVITY FUND
= Account: |461 R 00 5749 00 002 0 00 000 ME-E 90 OTHER
Description: |CR 22-03752 Ap Exam, School Ids, Art 5743 OTHER REVENUES
FROM LOCAL SOUR
00 GENERAL -
Line Amounts
E * Debit:
Addt'l Description: [ | = Credit: 500.00
Name: | v |
* Date: [01/18/2023 l:l Current Budget Amounts
Reference: |:| New: 13,980.84
Project/Grant: | =] | Current: 13,480.84
Available Funds: -1,118.58
WIP Transfers: -410.00
Batch Amounts
# of line items: 1 Debit: 0.00/ Credit: 500.00, Net Amount: -500.00
Asterizk (*) denotes a reguired field

Enter the revenue account and the description of the cash receipt batch number and what was deposited — the
revenue account will be a credit
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Detail Line Entry @O S (2
Batch Information SAVE
S_gv'e_ &
Fiscal Year: 2022-2023: July 1, 2022 - June 30, 2023 Again
Batch Number: 22-04777 Back
Description: test
Set Tab
General Information Account Description Quiey
* Line: 1 461 GOVERNMENT
ACTIVITY FUND
* Account: 461 E 11 6395 16 002 0 11 310 - s 1 INSTRUCTION
Description: |CR 22-03752 Art 6399 GENERAL SUPPLIES
16 FOREIGN LANGUAGE
002 SURMBIT HIGH
Line Amounts
4 * Debit: 0.00
Addt'l Description: = Credit: 100.00
Name: hd
* Date: [01/18/2023 l:l Current Budget Amounts
Reference: New: 1,488.00
Project/Grant: hd Current: 1,588.00
Available Funds: 313.91
WIP Transfers: -25.00
Batch Amounts
# of line items: 1 Debit: 0.00/ Credit: 100.00 Net Amount: -100.00
Asterisk (*) denotes a required field

Enter the expense code the deposit should be placed in, the description will explain what is being deposited such
as ids/art fee, and this will be a debit

Click Close — the activity accountant will approve the transfer as soon as the deposit is approved
No transfer for Sunshine or any liability code deposited into

Amendments

Fund 461 amendments are not required to go to the board for approval; therefore, fund 461 amendments
are approved daily by the activity accountant. The campus must receive principal approval of crossing
functions as the principal is not an approver of amendments in Skyward Finance.

Donations

Donations are made by outside entities or individuals for the benefit of students or faculty. Donations are made
without any return consideration going back to the donor, and may be in the form of goods, services, or money.

Refer to the Business Procedures Manual — Monetary Donations, In-Kind Gifts, and Gift Cards regarding donations
as well as the intent to accept form, IRS publication 1771, and IRS 1098-C form. The manual is located on the MISD
website under Departments\Business Services\Business & Financial Services Manual and the form is located on
SharePoint under finance folio. Please note: Spirit Nights are deemed as donations, not a fundraiser.

Intent to Accept form
Also known as a donation form (form is found on the finance folio on SharePoint)

Make sure that if the donation is over $2500 that the form is scanned as part of the cash receipt backup
(this will be without the Associate Superintendent of Business and Finance’s signature)

Make sure that if the donation is over $2500 that the form is sent to the secretary to the Associate
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Superintendent for Business and Finance for signature (the signed form will come back to the
secretary/bookkeeper as well as the activity accountant in order for the form to be attached to the cash
receipt in history)

§

MISD Mansfield Independent School District Intent to Accept Form
Mansfield Independent School District is a public school district and is a political subdivision of the State of
Texas. The District is not a tax-exempt entity under the Internal Revenue Service (IRS) Code Section
501(c)(3). However, the District is considered a tax-exempt organization that may receive charitable
contributions according to the IRS Code Section 170(c)(1). This section states that a charitable contribution
means a contribution or gift to or for the use of:

“A State, a possession of the United States, or any political subdivision of any of the foregoing,
or the United States or the District of Columbia, but only if the contribution or gift is made for
exclusively public purposes.”

The District may receive charitable contributions if they are for public purposes, such as benefiting a group and
not an individual. Contributions may be made to the District, District schools, District departments, or various
District groups and clubs. These charitable contributions are deductible by the contributor on their tax return.
The federal identification number of the Mansfield Independent School District is #75-6002005.

Please note, contributions made to various parent or community organizations, such as PTAs and
Booster Clubs, are not contributions to the District. Since these organizations are separate entities from the
District, the District’s tax-exempt status does not apply to these organizations. These organizations must apply
for their tax-exempt status under IRS Code Section 501(¢)(3). Evidence of their tax-exempt status would be a
Determination Letter from the IRS. When a PTA or Booster Club donates monetary or non-monetary items to
the District, then the donation is considered a contribution to the District.

Mansfield Independent School District greatly appreciates the support of:

Name of Contributor (Company or Person)

Address

Contact Name/Phone Number

through the contribution of:

Description of Item(s) Contributed and/or Monetary Contribution Received

Approvals:

Signature and Title of District Employee School/Department Date

Approval by Associate Superintendent of Business and Finance (if over $2,500) Date

Any donation that is $2,500 or greater must be approved before accepting donation. Revised 09/02/2015
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Refunds

Fill out the payment refund request form for out of pocket cost with documentation attached to the form
verifying the amount requested. The form is turned into the campus administration office with the
requestor’s signature. (The requester can email the form and the email would act as their signature.)
Once the form is accepted and verified, the bookkeeper/secretary enters a vendor request in Skyward to
add the requestor’s name and address to the vendor file. A W9 is not required. Then, a check request is
entered in Skyward using the 461 R 00 5749 00 XXX 0 00 000 or 865 R 00 5749 00 XXX 0 00 XXX.
Finally, the campus must submit a transfer debiting (transfer to) 461 R 00 5749 00 XXX 0 11 XXX or
865 R 00 5749 00 XXX 0 00 XXX and crediting (transfer from) the 461 expense code or 865 expense
code the campus wants to take it from. The refund form and proof of payment such as a Skyward
Student receipt, MISD receipt, and/or tally sheet must be attached to the check request to cut the check.
The activity accountant will send an email to accounts payable that the check request is ready to pay and
close. Check will be mailed from the accounts payable department.

)

MANSFIELD INDEPENDENT SCHOOL DISTRICT
6035 East Broad Street » Mansfield, Texas To063 = (817) 299-6300

wwaw_mansfieldiad ong

PAYMENT REFUND REQUEST

(Refund will be given to the individual who made the payments.)
REQUESTOR INFORMATION

Name

(indivielual seaking rafund]

Student Name
Student ID&
Street Address
City, State Zip
Phone Mumber
Email

Mote: Requests for a refund must be accompanied by proof of out of pocket costs.
Aceeptable forms of proof include a cash receipt or an account transaction report from
Student Account (Chamms, Ticketracker, or Skyward).

PAYMENT / REFUNDS (circle accordingly)

| Program [ Field Trip [ Library [ Textbook [ Fine [ Other |
Refund Reguest REASON FOR PAYMENT REFUND TOTAL
Date
MIED Use Only

Payment Requestor

Wendar entened
CK Req. #
Recenved

Campus Representative (Sponsor, Principal)

Documentation
Sent 1o Business
Oiffice

Business Office

Please return completed form & documentation to Assoc. Superintandent, Business & Finance.

Skyward Finance Accounts Payable Check Request
Once logged into Skyward Finance, click on the Accounts Payable tab, then under Check Request click
Submit
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Mansfield Independent School District el L DR LS T P e
SKYWARD
Account n fare= Ty Gl | Accounts | Fixed Custom
Home |+ Vendors | Purchasing Payable Receivable | Assets Inventory | SBAA Reporis Q
Q| Pueue
~ Accounts Payable - AP ~ Expense Reimbursement - ER Setup ~ Check Requests - CH )
Invoice Entry - IE Ll History - RH Ln| L L)
Bi | Invoice Activity - IA Ll Approve - AQ 4 |
Reports - RE 0 | +Bank Reconcliiation - BR Setwp | | Activity - CA ul D
Bank Reconciliation - BR T )
~ Check Reconciliation - CR
Check Reconciliation - CR Ll |
Reports - RE Ll =
|
Select Add to enter a new check request
Mansfield Independent School District eIl 2
SKYWARD
Account < Accounts Watewlli Fixed Custom
Home « Ve Vendors | Purchasing SRV Receivable | Assets Inventory = SBAA e Q
4 H [® Submit i'\" | @ @ ‘ .{:’Faumitesv q‘_'| MNew Window lﬁMy Print Queue
Views: ‘ General v\ ﬁl‘ters:l #3411 check reguests v| b @ @ & Refresh
Check Request [ Po] | I Vndr | | |
Mumber + Grp | Status Invoice Number Check Mumber | Vendor Mame State | Check Amount DueDa || Print |
P 000000000006057 | 504|Deleted Blackwell M SOUTHERN METHODIST UNIVERSITY 2,500.00 -

Complete the check request information — If a PDSA, then the invoice number will be the invoice
number to be paid. If a refund, then the invoice number will be the date entered then the person being
refunded such as 07242023 Howley, Chelcie.

Select submit for approval
Add Check Request

Check Request Information Submit For
Approval
* PO Group: 544 - CR-ATHLETICS = i i
* Invoice Number: | J II-'_inlish
* Invoice Date: §8/23/2022 ][4 Friday o
* Vendor: | =] [ Back |
k * Descripiion:
| Motes |
| Aftach |
P s
* Due Date: [09/23/2022 || | Friday [ Do not mail
Check Amount: 0.00

Check Request Detail Line Entry

Detail Invoice Entry
‘Detail Line Description I 1099 w
I ] [ X
General Ledger Account Distribution Accounting Amount
Account: | |»| § 5 p.oo]| More |

Detail Invoice Entry

Detail Line Description 1099 Invoice Amount

| | O 0.00]
General Ledger Account Distribution Accounting Amount

Account: | | g p.ool[| More |

Adding the attachment such as the PDSA form, invoice, refund form, proof of payment
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Add Check Request - T 5 |7

Check Request Information Submit For

Approval

= PO Group: 544 - CR-ATHLETICS r—
“InvoiceMumber: [ ] Fjoss
* Invoice Date: [09/23/2022 ||| Friday ==t
Back

= Vendor: -
* Description:

=

skyward-mansfield.iscorp.com
Attachments

Check Request Attachments
Available Attachments for Check Request# 000000000004014

9 nl8
B
EI

Type o Description Entered By
There are no records to display; check your filter settings.

€ Check Request Attachments - WRAPACH\SQ - 26417 - 05.22.06.00.08 - Google Chrome

12 nH [

skyward-mansfield.iscorp.com

A Check Request Attachments - T 5 |7
— t# 4014 _ Save
O Back
) B
D»
Entered By: |LAURIE ANN WHITE

A Description:

Aste
“ )

— | © records dis = Attached File: hoose F No file chosen

Below screen is how to see where the check request is in the approval process

Mansfield Independent School District o Lo Lo e n TR R sls e A ST S

Mes —

Account Accounts Accounts
Home |~ | e it | Vendors | Purchasing : Heaurts | inventory | Q
- Submit W e v @l s Favortes™ ] New Window &5 My Print Queue
Views: [General w | Filters:[*=A11 check requests ~] w i = J_Q. Refresh
Check Request PO
Number - | Grp Status _Imm'u:e Number | Check Mumber | Vendor Name Print |
¥ 000000000004012 544 | Submitted 090BHENI f Add
[ Expand All Collapse All Modify Details (displaying 3 of 3) View Printable Details ] Edit |
| = Check Request Information | Detete |
Check Request # 000000000004012
Invoice Date: 08/22/2022 Request Amount: 75.00 S
Due Date: 09/22/2022 Do not mail: No
PO Group: 544 - CR-ATHLETICS rr—
Description: e
vendor: IeAlnch;,
Entered By:
Clone

w Check Reqguest Detail Line Entries
Description Invoice Number  Invoice Date Detail Amount
General Ledger Account Distribution Accounting Amount

ATHLETIC GAME WORKER %8 _ 09/22/2022 75.00
181 E 36 6299 00 002 0 91 260 75.00

« Approval History

Awaiting Approvals

Status Type Name/Note
PO Group Approvals
Awaiting Approval PO Group: Level 3

Awaiting Approval PO Group: Level 2
Awaiting Approval PO Group: Level 1

Approval History View All
Date Time Name/Note

Submitted for Approval b_un 09/23/2022 at 8:44:01

Submitted for Approval by _n 09/22/2022 at 3:17-47

PM.

Sales Tax

A. General Policy Guidelines

Campuses should not pay sales tax or reimburse individuals for sales tax paid because the District is generally
exempt from paying sales tax. Exceptions to payment of sales tax include instances when it is not practical for
the individual to take a tax exemption certificate (e.g. emergencies, unexpected circumstances and purchases
made from the faculty account).



Review the Business Procedures Manual — Sales Tax for additional sales tax information.

School Purchases

School purchases, leasing or renting of equipment, supplies, materials, and services for educational or
instructional use, or for use necessary to the function of the school (e.g., office supplies and copy paper) are
exempt from state and local sales tax. The school, District or an authorized agent should provide the vendor a
Texas Sales and Use Tax Exemption Certificate.

A Texas Sales and Use Tax Exemption Certificate may not be issued to secure exemption from sales tax for the
purchase of items to be used for personal benefit (e.g., drill team purchasing makeup/earrings or athletics
purchasing jackets to be given to a student). Further, an exemption certificate may not be issued by the campus
for purchases by parents, patrons or outside organizations (e.g., PTA's and booster clubs).

In cases where the campus is purchasing items using activity funds, and the items will be resold to individuals,
the campus should issue a Texas Sales and Use Tax Resale Certificate that then allows the campus to make a
non-taxable purchase (i.e., because the intent is to resell the items to individuals). In these cases the campus
must collect, report and submit sales tax when individuals buy the items that were purchased tax-exempt, unless
a One-Day Tax-Free day is used.

School Sales/Fundraisers (such as t-shirt sales)

Prior approval is needed through Eduphoria. Fundraiser reconciliation recap must be completed within two
weeks of the end date of the fundraiser. Please refer to the business and financial services manual — fund raising
for campus and student activity funds. Pre-sales of t-shirts are highly encouraged — this will eliminate to extra
that do not get sold.

. One-Day Tax-Free Sales

Each school and each bona fide student chapter, may have two one-day tax-free sales each calendar year. The
delivery day is a 24 hour period that is tax-free. Please note anything outside of the 24 hour delivery day period
is taxable.

. School Sponsored Trips: Meals, Lodging

Sales tax is not due on meals purchased by a school for an athletic team, band, debating club or any similar
school-supervised organization on a school-approved trip. The school must pay for the meal using a District
check or credit card in order to be exempt. Individual purchases of meals by students while on a trip are not tax
exempt.

A school or other qualified exempt organization is exempt from the state portion of the hotel occupancy tax.
These groups are not exempt from paying the hotel occupancy tax imposed by each city or county. The school,
District, or District employee should provide the hotel with a Hotel Occupancy Tax Exemption Certificate
located under Travel in the business and financial services manual. The hotel should then exclude the state hotel
occupancy tax from the final bill.

Collection and Remittance of Sales Tax

The school shall collect sales tax on all taxable sales. Note: Arlington (.0825), Grand Prairie (.0825) and
Unincorporated Tarrant County-Tarver Rendon (.0625) sales tax rate may differ from the Mansfield (.0825)
sales tax rate. Be certain the campus is applying the correct percentage when calculating sales tax. When
imposing sales tax, the school has the option of:
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1. Adding the tax to the selling price of the item

If the selling price of an item is $5.00 and the tax rate is 8.25%, the school would collect $5.41 ($5.00 x
1.0825) from the buyer for each item sold. The sales tax on this item would equal 41 cents.

2. Including the tax in the selling price of the item
a. Divide total sales by 1.0825 to determine total taxable sales.

Total Sales / 1+Tax Rate = Total Taxable Sales
$100.00 / 1.0825 = $92.38

b. Then subtract total taxable sales from the total sales amount to arrive at the total sales tax due. For
example, if the tax rate is 8.25% and total sales are $100.00, including tax, the school will retain $92.38
and remit $7.62 for sales tax.

Total Sales - Total Taxable Sales Sales Tax Due
$100.00 - $92.38 = $7.62

c. Note that when items such as t-shirts are sold to students “at cost” and this method is used to compute
sales tax, the activity fund is actually reselling the items at a loss.

Secretary/bookkeepers will deposit sales tax to 461 L 00 2114 00 XXX 0 00 000 on the cash receipt. The activity
accountant will transmit the total sales tax collected from all the schools to the State Comptroller's Office
monthly.

Taxable, Nontaxable Sales and Items Not Considered a Sale

Taxable Sale Nontaxable Sale Not a Sale
Ad sales in yearbooks, programs, posters, etc.
Fees and admission tickets--athletics, dances, Collection of money from students to pay a
Animals that do not ordinarily constitute food or food dance performances, theatre productions, company for admission or service (i.e. Fort
products, such as hamsters, mice, cats and dogs summer camps, clinics, workshops Worth Zoo, PSAT, etc.
Commissions received, i.e. Dr. Pepper,
Art - supplies and works of art Admission - prom, homecoming Scholastic Book Fairs

Agricultural products (plants and seeds), the

products of which ordinarily constitute food for
Auction items human consumption Donations of money to the school
Automobile repair parts (a separately stated charge for parts
is taxable; a separately stated charge for repair labor is not ~ |Automobile repair (a lump-sum charge for parts |Fees-Musical Instrument maintenance, lab,

taxable) and labor) cleaning, transcripts

Bakery products for a bake sale (without Fines received-textbooks, library books,
Bakery products sold with plate/utensil plates/utensils) parking, etc.
Books sold at student book fairs (unless acting as an agent
for the vendor and the vendor is collecting/remitting sales Lost payments - books, handbooks, student
tax Banquet fees ID cards

Marathon fundraisers--lift-a-thon; jump

Brochure Items rope for heart; basketball hoops

Concession-Stand food sales if all net proceeds
Calculators go to the activity fund Student Club Membership fees
Calendars Summer School tuition and fees
Candles
Car carpet shampooing Car washes

Catered Food Sales not sold to the district
Clothing-tshirts, spirit items

Cosmetology products such as shampoo, conditioner and Cosmetology services such as haircuts,
nail olish sold to customers shampoo, manicures, and pedicures
Cups, glass, plastic, paper Discount entertainment cards and books
Decals
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Donated items that are sold

Fees for materials when the end product becomes a
possession of the student: i.e., cheerleader uniforms, drill
team accessories, t-shirts, etc.

Horticultural products such as flower arrangements, roses,  |Farm animals such as pigs, cows, chickens and

carnations, holiday greenery and poinsettias other livestock
ID cards--when they are sold to the entire student body (not
just the fine for a lost ID card)

Magazines (single issue or subscription less than six months) |Magazine subscriptions for six months or longer
Parking permits for public school students,
Parking permits for the general public faculty and staff

Pictures - school or group if the school is the seller
Publications such as football, basketball or volleyball

programs
Rental of tangible personal property such as locks, musical [Rental of real property such as a gymnasium,
instruments, calculators and computers auditorium, library or cafeteria

School purchased supplies sold directly to students: i.e.
athletic equipment, physical education uniforms, planners,
agendas, musical instrument reeds, etc.

School rings or other jewelry

Student publications: yearbooks, football programs, etc.
Vending - pencils and other non-edible supplies when the
school services the machine

Yard signs

Returned Checks

General Policy Guidelines

The District has contracted with an outside vendor, Envision Payment Solutions, to collect on all checks that are
presented to the District, deposited and subsequently returned unpaid (i.e., NSF checks). This agreement covers
checks deposited to District bank accounts. Envision is responsible for contacting individuals who write NSF
checks, the campus/department will not be required to attempt to collect on these checks that are returned.

1. All NSF checks will be sent from the bank directly to Envision, who will then begin collection proceedings
for all checks. The Business Office will charge the campus/department that accepted the check as soon as
the item is returned.

2. Envision will collect a returned check fee (and applicable sales tax) from the check writer in addition to
collecting the amount of the NSF check.

3. Parents must work directly with Envision to make good on returned checks. Do not accept repayment from
a check writer who has received notice that their check was returned. If a parent with a returned check
notifies the campus, they need to be referred to Envision.

4. Legal requirements state that we must post notice on the “front entrance to all point of sale locations at all
times” indicating that a returned check fee and applicable sales tax will be assessed for NSF checks. To fully
satisfy this requirement, a window decal must be posted on the front main entrance door. Contact the
accounting department, if additional stickers are required.

5. Per Texas state law, checks that are collected off-campus are covered under this agreement even though the
check writer did not actually see the posted notice described above (e.g., checks written for fundraisers that
are collected off-campus by students, checks that are sent with a student for book fairs, checks that are
received in the mail).

6. Decisions should be made at the campus level concerning whether or not it is prudent to continue to accept
checks from those individuals who repeatedly write checks that are returned due to insufficient funds,
account closed, etc. It is within the campus principal’s right, as manager of the campus, to refuse to accept
payment by check from a habitual bad-check writer
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Adjusting Entries and Transfers

Occasionally it is necessary to adjust a previous entry made to the ledger or to transfer funds from one account to
another account. If the bank corrects a deposit or if a check clears for an amount different than the amount originally
recorded, do not go back and change the original Skyward cash receipt. The bank correction will have a Skyward
cash receipt of its own. The activity accountant will assist the campus with these instances.

Monthly Reports

Monthly activity in the activity funds is reconciled at the District level. Campus secretary/bookkeeper must schedule
reports to sponsors for fund 865 accounts as well as to the principal for fund 461 to be emailed weekly in Skyward
Finance (see below section on Skyward Student and Skyward Finance for instructions). Please note that if the
campus has negatives in object 6144 that this is okay as the State gives MISD money in 5831 to cover TRS on
behalf. The billing detail report must be scheduled in Skyward Student to sponsors of fund 865 accounts to show
what fines/fees have been paid and what is still owed.

Requisitions

Please see the business and financial services manual on Skyward Training on how to enter a requisition
in Skyward or get with the purchasing specialists as they have instructions. The only difference would
be the budget codes would start with fund 461, fund 865, or fund 876 for sunshine.

There must be an approved purchase order in place for vendors such as Scholastic, Big Kahuna, and
Yearbooks (any fundraisers) before settle up.

All fundraiser purchase orders must be out of function 36 and object 6499 for fund 461 and 865 E 00
6499 00 XXX 0 00 XXX for fund 865

All fully approved fundraiser applications must be attached to the purchase order in Skyward in order to
be approved — activity accountant will not approve until this is done.

Requisitions that will be using multiple campuses fund 461 or fund 865 budget codes must be entered
into Skyward by one of the campuses, then requesting the purchasing department to add the other
campus code (must have an email attached from campus approving their code to be used). Please attach
all backup documentation to the requisition.
a. Make sure you include shopping lists on purchase orders to vendors such as Sam’s,
Hobby Lobby, and Kroger.
b. Every fiscal year there will be requisition cut off dates for fund 461, 865, and 876
purchase orders. Please watch the calendar of deadlines posted in outlook.
c. Any deposits that campus activity accounts pay for is at the risk of the campus such as
prom venue deposits and field trip deposits.
. Please use open purchase orders scarcely.
e. Plan Do Study Act Forms
1. PDSA forms require approval from Executive Council. The campus will forward a
completed copy to the associate superintendent of business and finance
secretary. Once the campus receives the signed the PDSA form from the secretary
to the associate superintendent of business and finance, the campus must enter the
check request in Skyward and attach the approved PDSA form in Skyward
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finance.
f. Reminders regarding food purchases:
ii. Campuses are allowed to pay for a meal for staff TWICE a year, typically once in
the fall for retreat and another one in the spring.

iii. Food for staff — campuses can feed the staff on an evening where they are not
leaving the campus between then end of the school day and the actual event. For
example, Meet the Teacher Night or Open House, the campus could order pizza or
box lunches if they are not going home. These events should be kept to a
minimum.

iv. Retirement Receptions should be hosted for all teachers on the campus or
department at the same time. For example, a campus has three teachers retiring
and the campus hosts ONE reception for all three, not three individual receptions.

Fundraisers

A fundraiser is defined as an activity engaged in and managed by the school with the intent of raising money.
Fundraisers can be structured to sell items, to sell services or simply to provide a service for students (in the latter
case the fundraiser may be designed to break even). Generally, fundraisers are designed for the faculty or students
to actively participate in the event with the intended result of a profit at the completion of the event. Often fundraisers
involve the purchase of items for resale at a marked up price, although a profit is not always the main objective of
the fundraiser. Make sure when dealing with commission fundraisers that the vendor handles all the funds of the
fundraiser. Spirit Nights are not required to go through the fundraiser eduphoria process as these are deemed as
donations. Please refer to the business and financial services manual: Fund Raising for Campus and Student Activity
Funds.

Fundraiser Applications and Recaps in Eduphoria
(See section 16 of the business and financial services manual for guidelines)

a. Log into eduphoria (This step should be done by the sponsor or staff member that was in charge of
the fundraiser.)

s
€ - € [ eduphoriamansfieldisd.org/authdistrict/login 9% =
il Apps & Mansfield Independs [ Cash Manager Login Sy uniFLOW MEAP PIN-- [ Legin - Powered by < [ TxComptroller sSyst= [ Eduphorial Login  fy Remote Ul : Address |

/ [ Eduphorial Login x

eduphoria.' MANSFIELD ISD

USERNAME

PASSWORD

Sign In

© 2016 Eduphoria! License News

b. Click on Formspace
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/[ Eduphoria! Apps x B -a

€ > C [ https://www.schoolobjects.com/edupheria_webcontrols/Applications.aspx t,ﬁ‘_?‘ =
I Apps 4% Mansfield Independe. [ Cash Manager Login S/ uniFLOW MEAP PIN-- [ Login - Powered by &[4 TxComptroller eSyst= [ Eduphoria! Login ¢ Remote Ul : Address |

v

eduphorin.’ PROFILE  LOG OFF

ATTENTION: PDAS has transitioned to Appraise. Click here for more details.

' v . FormSpace Form to Review
<& 2

Facilities&Events Formspace

Manage inventory, reservations, and 5 Create and submit cnline forms.
public calendars

Helpdesk Workshop

B

Request support and manage all of Professional development course

your requests. registration and portfolio.

Eduphoria Help

Need Help? Find out how te Eduphoria!

© 2015 Eduphoria! License News

c. Click on Submit New Form
/[ Eduphorial Formspace  x\ / H--o
€« - ¢ l https://www.schuDlobjects.cum/forms// ﬂ?l =
i3 Apps ¢ Mansfield Independe  [1) Cash Manager Login & m}iﬁuw MEAPPIN-- [ Login - Powered by & [ TuComptroller eSyst= [ Eduphorial Login & Remote Ul : Address |

TiFormspaue 1B Switch Applications - @ Help & Chelcie Howley ~
My Forms

Reparts Documents Review My Forms

Manage

|5 Submit New Form

d. Click on Student Fund Raisers
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[ Edupharia! Formspace

&«

C' | 8 httpsy

x T -

//www.schoalobjects.com/forms/ e

i Apps 4 Mansfield Independ=  [7] Cash Manager Login g uniFLOW MEAP PIN-- [} Login - Powered by S [ TxComptroller eSyste: [} Eduphorial Login g Remote Ul : Address

4

‘. Formspace

(B Switch Applications + @ Help & Chelcie Howley v

@ HyForms
£ Trastroms - Select a Category
I
=
3 | _:JGeneraI Forms S;Human Resources
3
& Q‘\.Student Assessment & Student Fund Raisers
) aTechnology DlPads
5
£ ZghStudent Travel Curriculum
; - ¢
83 Student General Technology Order Forms
!g:- &%Fer‘fﬂr'mmg Arts EjTechnology Quotes
o
@mes g PEIMS
% OSPe:\aI Services £&School Services
=
Search Forms
start: End:
72812016 | [¥9) |Not Sex i}
Form Options Click Next > to continue.
|l Submit New Form [ Cancet |[ < Back | [ Next> |
e. Click on the fundraiser application that applied to your campus
v. Fundraiser Application for Elementary, Intermediate, and Middle School Only
vi. Fundraiser Application for High Schools Only
fﬂ ™ D Eduphoria! Formspace x |+ - o
<~ C 0] 7]  https://mansfield.schoolobjects.com/forms/ A m &= % :
s Skyward Finance  ¢ff Skyward Student @@ Tarrant County Tax.. #% Comptroller eSyste.. [J] PayX12 login 4 QRCode Monkey -.. @) Citrix XenApp - Log.. [ Per Diem Rates | GSA >
{4 -*.Formspace {3 Switch Applications ~ @) Help G Chelde Hovrley ~
E My Forms
s Select a Form
=
z Fundraiser/Collection
= Fundraiser Application for Application for Elementary,
o Student MNutrition Intermediate, and Middle
Schools Only
o
E DFumdraiser:‘Col\ection DFundraismg Financial Recap
S Application for High Fundraising Financial Recap must be
= PP & submitted vithin one week of Ending
a Schools Only Date of Sale.
o DFuﬂdraismg Financial Recap
5 Student Nutrition
&
@
g
5
=

Search Forms

Form Options

|55 Submit New Form

Click Next > to continue.

f.  Once the fundraiser is complete, the fundraising financial recap must be completed by going
through the above steps, but under select form (above print screen) click on fundraising financial
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recap. Answer the questions and submit. This step should be done by the sponsor or staff
member that was in charge of the fundraiser no later than two weeks after the end date on the
fundraiser application.

g. The activity accountant will send out an excel spreadsheet noting what fundraisers are pending
monthly.

Eduphoria Report on Fundraisers
Once logged in — click on formspace

"
edu.phorl.a.' PROFILE HELP  LOG OFF

& 2

= Facilities&Events —= Formspace

Manage inventory, reservations, and {4+ Create and submit online forms.
public calendars

Helpdesk Strive
Reguest support and manage all of Providing educators the information

needed for professional growth.

T yourrequests.

Log OFf My Profile

Click on Reports tab on the left hand side

[} I [ Eduphorial Formspace x I+ - o X
&« @) (%) htipsy//mansfield.schoolobjects.com/forms/ A fg\‘; 7= z
7% Skyward Finance ¢ Skyward Student @ Tarrant County Tax.. ## ComptrollereSyste.. [J] PayKi2login - 45 QRCode Monkey-.. (@) Citrix XenApp - Log... [BH Per Diem Rates | GSA >
«| "5 Formspace B switch Applications = (@) Help | & Chelcie Hoviey ~
@

E

S
w

=
= | ==

= —
=

5 ® —
= —

. e -

= ——

<

=

5]

S
=1

Form Analysis

=

s

o

o

3 _

. | @

= —

&

c

& .
= —

® -

Survey Analysis

Click on Form Analysis
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x [SF

[  [Y Eduphorial Formspace

< C

§74 Skyward Finance  ¢f7 Skyward Student @) Tarrant County Tax...

+-Formspace

@ Reports
E

S o
[his

= fo—

=

- =
T

= =r=
T E—=
o

. =
c

Z -
E e 2
=

5]

&

[=1

” Form Analysis
=

5 -
o

=

4 f—

@

=3

=

c

a

=

Survey Analysis

3 nttpsy//mansfield.schoolobjects.com /forms/

¥ Comptroller eSyste...

[} Payk12login £ QRCode Monkey -...

@ Citrix XenApp - Log...

A g
B Per Diem Rates | GSA

(B switch Applications ~ @) Help

= @

(] X

>

& Chelcie Howley =

Click on EITHER Fundraiser/Collection Application for Elementary, Intermediate, and Middle Schools
Only OR Fundraiser/Collection Application for High School Only

x 5=

im} D Eduphoria! Formspace

& G

¢ Skyward Finance ¢ Skyward Student @ Tarrant County Tax.

+ Formspace
Reports

My Forms

&) httpsy//mansfield.schoolobjects.com/forms/

#% Comptroller eSyste...

Form Analysis

Select a form and optional filter criteria below

[[} Payki2Llogin 45 QRCode Monkey -...

@ Citrix XenApp - Log...

LU T

E® Per Diem Rates | GSA

(B Switch Applications + @) Help

Review

D Documents
[ Forms
*Y Filter Ttems
Fill school
& Staff
£8 District Groups
@ Submission Dates
D Questions
— Summaries
Summary Options

Documents

Reports

Manage

Survey Analysis

Click on School and Select Campus

() Temporary Network Access Request
O The IT Crowd Membership Form
Student Fund Raisers
O Fundraiser Application for Student Nutrition

® Fundraiser,Collection Application for Elementary, Intermediate, and
Middle Schools Only

@] Fundraiser/Collection Application for High Schools Only

@] Fundraising Financial Recap

) Fundraising Financial Recap Student Nutrition
iPads

) Mansfield 15D Police Department Report of Missing MISD Issued iPad
Student Travel

O Student Travel Day Trip

O Student Travel Day Trip QUEST/ACE

v~
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= (] X

O [ Eduphorial Farmspace x 5
= &) 3 nttpsy//mansfield.schoolobjects.com /forms/ N e T= :
§{% Skyward Finance (77 Skyward Student @) Tarrant County Tax.. #% Comptroller eSyste..  [J] PayKi2login £ QRCode Monkey-.. (@ Citrix XenApp - Log.. [BB Per Diem Rates | GSA >

(B Switch Applications ~ @ Help & Chelcie Howley =

+-Formspace

2 Reports
s -
2 [ Form Analysis
= -
Select a form and optional filter criteria below
s 25 Print -
=
]
s [2] Documents |_I 6th Avenue Transportation "
2] Forms D admin
o
2 “Y Filter Items.
é E_E[! School [ alice Ponder Elementary
Z ; Staff (Ol aima Martinez Intermediate
& Ny
a g E‘Sg”c_t G’“”E'::te 3 nna May Daulton Elementary
™) Submission Dates
” [2) Questions [T annette Perry Elementary
E [T asa Low Intermediate
3 — [ Assessment & Accountability
[ athletics Natatorium
@
= [ athietics Newsom Stadium
c
S" [l Brenda Morwaod Elementary -

Click on Submission Dates — this may vary but to get all fundraisers in a fiscal year run by fiscal year (if
fundraisers were put in before the fiscal year began, then the date will need to be backed up)

O [ Eduphorial Farmspace x |+ - o X
&« @) (%) htipsy//mansfield.schoolobjects.com/forms/ A g = ;
"/f Skyward Finance “’; Skyward Student @ Tarrant County Tax... & Comptroller eSyste... m PayK12 Login @ QRCode Monkey -... @ Citrix XenApp - Log... M Per Diem Rates | GSA >

{1 ~*“Formspace B switch Applications = @) Help g Chelcie Howley =

o | Reports
s .
& Form Analysis
=
Select a form and optional filter criteria below
: % Print =
=
£ B
D t: N
u(:nr::; : Select a start and end date to filter

Start Date:
z Y Filter Items e
3 & staff End Date:
a £8 District Groups T

] ission Dates

@ [3) Questians
=
S
=4
v ummary Options
o
@
@
&
£
s
=

Survey Analysis

Click on Pint — export to excel OR print combines forms (this option will print the entire form of all
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approved fundraisers in the specified submission date entered)

™ D Eduphorial Formspace x |+ - o X
& @] 5 httpsy//mansfield.schoolobjects.com/forms/ A Vs = 2
§{7 Skyward Finance  ¢ff Skyward Student @ Terrant County Tax.. #¥ ComptrollereSyste.. [J] PayKi2Llogin 43 QRCode Morkey-.. (@ Citrix XenApp - Log.. Per Diem Rates | GSA >

(2 Switch Applications ~ /@) Help & Chelcie Hovdey -

£ | Reports
z .
€ Form Analysis
= -
' o Select a form and optional filter criteria below
= N - o =
3 — 24 Print
g ‘ £ ois [@ Print Summary Report
[ [2 Documents .
. —— B Forms Select 3 start and end date to filter [ Export Summary To Excel
§ . Start Date:
Z Y Filter Items [E] Export to Excel
2 . s 8l school 17012022 @
H - & stsff End Date: B Print Combined Forms
-3 .
=} ‘;‘; District G’.“””Ea's 06/30/2023 [
i)
Form Analysis
P L [E] Questions
g_ mmaries
© S Summary Options
. o = -
= -
2
2 @ - =

Survey Analysis

httpsi//mansfield:schoolobjects.com/forms/#

Travel

Refer to the Business Procedures Manual — travel section which explains the process for obtaining approval,
advances, and reimbursements for travel, located on the MISD website under Departments\Business
Services\Business & Financial Services Manual as well as the finance folio on SharePoint. The expense
reimbursement instruction can be obtained from the finance folio on SharePoint or the card program manager in the
purchasing department.

Skyward Student and Skyward Finance
Skyward Finance will log an employee out if left idol for more than an hour. Skyward Student has a much shorter
timeframe. After five attempts at entering username and password, the employee will be locked out and a help desk

ticket will have to be submitted.

Make sure to click close, back, or exit buttons in Skyward to avoid batch locks. Do not click “x.” This is a security
feature built into the system.
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§{4 Edit Details - WRAM\GNCA\CA\CA - 29808 - 05.21.10.00.03 - Google Chrome

8 skyward-mansfield.iscorp.com/scripts/wsisa.dll/WService=wsfinmansfieldtx/fambrbrws002.w?isPopup=true

Edit Details

Batch Information

Fiscal Year: 2021-2022: July 1, 2021 - June 30, 2022 Edit

Batch Number: 21-02440 Report
Description: THS 12/12/2021 - 12/18/2021 ACH Print Range
- X

§¥# Cash Receipts - WRAM\GNCA\CANCA - 20808 - 05.21.10.00.03 - Google Chrome

& skyward-mansfield.iscorp.com/scripts/wsisa.dll/WService=wsfinmansfieldtx/fambrbrws001.w
/f"ﬁ Mansfield Independent School District Chelcie Howley  Account | Preferenc ?
SKYWARD

Account 3 Accounts  Accounts | Fixed Custom
Home v Vendors | Purchasing Tomne | REemeh | A Inventory = SBAA Repors Q

Skyward Accounts Receivable module is used for any invoices that goes to outside vendors such as
Janrucko tours, BBIA auto tech, catering, CDL testing, etc. Contact the activity accountant if the

campus/department needs to invoice an outside vendor.

Adding a fine/charge in Skyward Student
Please note: Required fines must be added as a fine in Skyward Student. This can be accomplished with

a processing list (see instructions below).

Click on Administration
Mansfield Lake Ridge HS (007) (=
SKYwarpy

.y 5 Advanced Federal/State
Mv Students = Office | Administration Features R Q
<4~ ™ Student Management

Click on Customer
Mansfield Lake Ridge HS (007) (=

SKYWARD
L Advanced Federal/State
mv Sudents | e Features Reporting Q
4 Q
- Fee Management -FM Setup
Customers - CU Ll
Quick Entry - QE Ln|
Mass Fee Creation - MF Q
Reports - RE q

1
Look up the student in the lookup on the bottom right with either student id number of last name
Click the arrow on the left hand side — scroll down to fee activity and click on Add Charge

. w Fee Activity (2023) Add Charge Add Receipt View All Fees
Select the Bill Code such as StuCo — then click on Add to List

Bill Codes | Select By: O Code ® Description @ List
Bill Code: -~ Add to List.

Course Fees| Rill codes to add to Charges browse
Fee Groups | |Code Type | Descripfion Amount

Click on Send to Charges Browse
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Bill Codes | SelectBy: O Code ® Description ® List

Activity Fees| Bill Code: | ] | ("Add to List |
Course Fees| Bill codes to add to Charges browse : =
Fee Groups | |Code :Type Descripfion | Amount | Remove |
] Student Coundil [RI] ~ || ClearList |
Send to
Charges
EBrowse

Edit the description to note exactly what the charge is for and the amount like below (make sure to not
put any special characters in the description such as hash tag, colon, and semi-colon)

Charges il Remove
N _ _ @ | e
Eff. Dale Due Dale _' Bill Code | Description | Amount | | Remaove All |

[ov10202s [ovi02022 |G SN [5tocent Council Dues |I 100.00]| - [ want Py

Click Create

Skyward Student Pay Waiver

In Skyward Student, a pay waiver should be entered under add receipt (see print screen below). Select
pay waiver at the top of the receipt and put the amount being waived in the amount tendered. Make sure
the description|under charges explains why. Then, create and the receipt will print to give as proof the
fee was waived.

& https://skywardsis.mansfieldisd.org/scripts/wsisa.dll/WService=wsEAplus/sfeeMeditd15.w?pSchlYr=2019&pWhereFrom=sfeembrws005&pSelCustFrom=8&pYe...
Add Receipt I R~ Rk
Add Receipt [School Year: 2018-19] | Create |
Payor: Grade/Grad Yr: [08/ 2023 other 1: [ A (B
Deposit: |chelciehowl} . * payment Date: [08/29/2018  |[:#] Check#: [ | Amount Tendered: [ "\ 0.00] (oF )
Receipt: < Alt Receipt #: Payment Amount: 0.00/

* Bill Code: [PAYWAIVE |»| [Pay Waiver | Change: 0.00/ Vot

Comment: | A| Amount Due: 0.00/ | Preferences |

Maximum characters: 110, Remaining characters: 110

Charges [# Pay Plan] Remove

: . i i ! : = Selecled
[Dvepstes [EmDste  |mmcode [Descripton ﬁ Amount Apply Pait | Comm! |  Remove Al
There are mo records to display; check your fifter settings. i | Maint. Pay

Flans
-
<« '

0 records displayed

Bill Codes | Select By: O Code ® Description ® List AddFeeto:_j

Activity Fees | Bill Code: | [v] | [(AddtoList |
Course Fees | Bill codes to add to E;hgrggs_hmw;e " -
Fee Groups | Code | Type | Descripfi | Amount |

Existing Fees G

Asterisk (*) denotes a required field

E" [H 0 B d

Creating a Processing List in Skyward Student
Click on Advanced Features tab/Click on Processing Lists
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WL PSRV LSS, IS UL Y 2L LS VSIS U NV DT VILE — VS LA IS L UL WU

Mansfield HS (003) = Chelcie Howley ~ Accouni | Preferences  Exil | |E|
WARD
| sttoi EUELTELE Federal/State |
. Home |v| Students | Office | Administration Reporting Q
Q i cue
b ~Advanced Features - AF |
T u Processing Lists - PL H e
Click Add
Mansfield HS (003) = Chelcie Howley ~ Account | Preferences  Exit ‘ |z|
WARD
P . . iy e=n M Federal/State |
[ |-' R | s i Reporting | <
<l Processing Lists ¢ | B @l vyFavoritesy ] New Window £ZaMy anoueue]
Processing Lists @L Olgiilgrrm
[Deipion = | Date Created Time Created | Created By P ing List ID | I |lW‘|
There are no records to display; check your filter settings. T @t )
| Dekete |

Type in what you are needing to add a fee for — such as NHS Dues

@ htips://skywardsis.mansfieldisd.org/scripts/wsisa.dll/WService=wsEAplus/qprocedit000.w?isPopup=true

Processing List Information -2

Processing List Information
= Description: |NHS Dues
Long Description: [NHS Dues

Asterisk (*) denotes a required field

Click Save
Mansfield HS (003) (=) Chelcie Howley ~ Account | Preferences  Exit | |E|
WARD
. it GGG LS Federal/State I

 Home '+ Studsnts | Offce | Adminitiaton ke O

<~ Processing Lists ¥ ([ @ 5 Favoritesw ] New Window ¢ My Print Queue |
.Protmsing Lists & ol;;\g:m
Descripfion a Date Created Time Created | Created By Processing List ID | [ add )

» NHS Dues 11/07/2018 10:26 am | Howley, Chelde
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Click the arrow to the left of the name of the processing list

Mansfield HS (003) (= Chelcie Howley  Account | Preferences  Exit | 1.

WARD
S LELE N Federal/State
Home |v| Students | Office | Administration T |Q

4 H | Processing Lists ﬁ | @ (o] ﬁFamnesv @ New Window lleMy Print Queue ‘
Processing Lists =T Filter

e | & Options
Descnplmn s Date Created __ Time Created | | Created By _ Processing List ID ID I |[ Add

11/87/2818 10:26 am | Howley, Chelae 3,79 o

Expand Al Collapse All Modify Details (displaying 2 of 2) View Printable Details o]
v Processing List Info

Nbr of Records: o
Long Description: MHS Dues

w Names in Processing List

Add/Delete Names
No Names in Processing List

Click on Add/Delete Names to add manually OR click on import to import a csv excel (see print screen below)

Processing Name List | [ |
Views: |Gener‘al v | Filters: | *Skyward Default ¥ | hid lEl @ . & [ Ad

| Last Name & | First | Middle | Name Key |Grade |Grad¥r |5 |School | Advisor | other 1D | I \l—Deie‘e )
There are no records fo display; check your filter settings. « || Import |

[ Back |

If importing, then make sure to change Name Key to other Id on the below screen. Then, choose file and
click on import.

m Import Students for Processing List - Entity 206 - WS\ADVFWAMPWGE - 10890 - 05.23.06.00.06 -...  — (| >

B https://skyward-mansfield.iscorp.com/scripts/wsisa.dll/\W5ervice =wsedumansfieldix/qproca... Ad
Import Students for Processing List " ER-N52

Select File To Import Import
List Type: |Other Id v|[?] | Back |

File to Import: | Choose File | No file chosen

The file must contain one student per line

Click Add
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@ https.//skywardsis.mansfieldisd.org/scripts/wsisa.dll/WService=wsEAplus/scommname001.w?vProgramld=scommname001.w&hiCodeType=Namelisté...
Names Selection @ T S

Views: | General v | Eilters: | *Students from Current Entity Only v | T W @ = & | DS:;I;';’

Last Name First Middle Mame Key Entlly*

Abad Jeremiah ABAD JER@EZ 003 —
Abanilla Collin Blake ABANICOL®GS 002
Abbas Al Oday ABBASALIGE2 003
Abbatepaolo Kelly Jean ABBATKEL®GS 002
Abbott Dakota Lane ABBOTDAKSGE 003
Abbott Gage Trenton ABBOTGAGE2@ 003
Abbott Katelyn Ann ABBOTKATE2E 003
Abbott Kyler Presley ABBOTKYL@2@ 003
Abbott Matthew David ABBOTMATEEE 003
Abdel Razzag Abdel Mazjeed ABDELABD®GS 002
Abdullah Baryaley ABDULBAREGA 003
Abell Aina Vargas ABELLAINGGS 002
Abelson Cameron Lane ABELSCAMZEA 003
Abemnathy Robert T ABERNROBEGA 003
Abicht Kristopher Eric ABICHKRIZ@a 003
Abney Jarred Waymon ABNEYIARSEE 002
Abney Shawn Aaron ABNEYSHAGGE 003
Aboulhosn Faith Nicole ABOULFAI@2@ 003

- ¥4 4 » W 20 records displayed

| Back

Make sure filters on the above screen are set to Students from Current Entity Only
Start keying in each student’s id number or last name (id number tends to be faster.)
Then, put a check by clicking in the box to the left of the students name.

Once all the students have been added, click select

Processing Name List T 5 2
Views: |General v ‘ Filters: | #Skyward Default ¥ | b id @ |3’ & | Add |
[Last Hame & |First Midde | Name Key | Grade |Grad r |S | School | Advisor | Other ID : Jtite.)
Abbott Dakota Lane ABBOTDAKBE9 GD (2012 |1 |oo3 180351 < | Import |
|

The names of the students needing to add fees are displayed — may want to check this over to make sure a student
did not get missed

Click Back

Contact the Activity Accountant to batch the list you have created.

Skyward Student Fine Payment

Please make sure to remove any fines under charges that are not being paid by selecting the fine and then
clicking remove selected. If this is not done, then Skyward automatically pays the oldest fine. Make
sure in the description that there are no special characters such as semi-colons, colons, & hash tags.

R
crarges & (=
Eff. Dale & Due Dale Bill Code | Description o Amount || | Remove Al |
[o1/10/2023 Jfo3/10/2023 IIStudent ‘Coundil Dues | | 100.000 ~ | waint, Pay
Plans
Skyward Student Reports
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The below report needs to be set up to run real time PayK12 credit card payments.
{71 Fees Paid Report - Entity 003 - WS\AD\FM\REVFP - 11726 - 05.22.02.00.07 -..  — O X

8 skyward-mansfield.iscorp.com/scripts/wsisa.dll/WService=wsedumansfieldtx/sfeem...

Fees Paid Report CC I
Template Settings [  Save |
= Template Description: [New PaykK12 CC Pmits | | Sa;ﬁni”d

B Share with other users in entity 003

|  Reset |
I:I Print Greenbar _————

| Balk |

Fees Paid Report Ranges

School Year: | Current Year (2021-22) w|
[7] Entity; 003

Low High
Customerkey:[ |
PayorKey:[ |
[ print Report for Today's Date
Payment Date: [05/06/2022 [ losjo6/2022|[i4]
Deposit Number: VLA WEB | WIA WEBzzzzzzzzezz |
Report Type:
[ Sort payments and prepayments by Deposit Number
Print totals by account number
Print ranges on last page

Payment Bill Codes [ Select All

Bill Codes
PAYCRED [Pay Credit - 8@3] -~

Charge Bill Codes Ed Select All 2]

Asterisk (*) denotes a required field

Schedule a Skyward Student Report

Click on the printer icon

Click on the report you want to schedule (must print it for it to show below)
Click Tasks
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My Print Queue - Chelcie Howley MmO S (2
:;':- Views: | General v| Fllters:\ *#Skyward Default v| hid m & Miew
Date w Time | Report Description Wit List # | Status Time Processing Format Current Key Delete
| 99/19/2022 Bon | _3:00 PM | Bl Codes Report - SCHOOL ID N Corpleted [TEITED! [ N, - ( Convertto
KCEl
89/19/2022 Mon 2:58 PM Billing Detail Report - Art Completed 00:00:27 PDF
89/19/2022 Mon | 12:58 PM Mass Create General Fees Completed  00:00:03 PDF View Status
89/19,/2822 Mon 0:47 AM Billing Detail Report - Tech Outstanding Completed 00:00:27 FDF Tasks
B89/19/2822 Mon 9:46 AM Billing Detail Report - Tech Qutstanding Completed 00:00:41 PDF Back
BAG /10 IATT Mon Q5D AM  M-ec Croobn Canoeal Cone Foammalabad | A0-A0-AS nmc R —
Click on Schedule This
Tasks ;
H
Schedule

This Create a Scheduled Task with the selected report/utility

SC?::,?SH View all of your scheduled tasks

Cancel

On the below screen — uncheck any days you do not want the report to send, change the start time to 7:00
AM, and put the email address of the person that is to receive the report
Click Save

Make sure to tell the person that the email will come from Skyward
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Scheduled Task Maintenance

Task Information

Task Status: @ Active O Inactive Entity: [002
* Task Description: [Bill Codes Report - SCHOOL ID

A

Parameters: 4 Keep parameters synchronized with associated template

* Start Date: [09/19/2022_|[3] Monday * Start Time: [07:00
* End Date: [12/31/2099 _|[3] Tuesday

Days of the Week
Mon (JTue (Owed (OThur (JFi [(Jsat (Jsun

[Weeks of the Month (1-6) v]
B First B second EThird EFourth EAFifth B Sixth

Months of the Year

4 1anuary B February B March M april  Emay M June
July B August September B3 October B November B2 December

Additional Export Options

Spreadsheet Format: | User Preference ~| @
Spreadsheet Format will only apply to reports that produce spreadsheets
Email Results To: | chelciehowley@misdmail.org |
[J Require Users to Log in te View Results From This Task m
Export Location: | | 7]

Test Export Location

Task Manager
[ Add to Notifications widget in SkyPort when completed.

User Selection: | [+] Add
Selected Names: Remove
Remave All

FTP - Upload the Results File to the Selected FTP Connection

FTP Connection: |  Clear |
Note: this process will upfoad the PDE/file that is visible from My Print Queue and the District Print Queue.

If using SkyBuild, you should use the "FTP Files” option to upload the actual data created by the SkyBuild process.

Asterisk (*) denotes a required field

Building the Billing Detail Report in Skyward Student

Click on Administration, reports, then billing detail report.
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f Mansfield HS (003) (= Chelcie Howley  Account | Preferences | Exit ?
WARD

SK —
Home |+ Students | Office e e | Advanced | Federal/State Q
Features Reporting

- H Reports iy @ 17 Favoritesy ] New Window s My Print Queue

E‘S Fee Management Reports - RE
-] Aging Report - AR
-1 Bill Codes Report - BC
[ Billing Detail Report - BD \/
- Credit Balance Report - CB
[} Customer Setup Records - CS
-] Customers With Dropped Courses Report - DC
[ Customers Without Fees - CW
- Fee Code Totals - FC
Y Fees Paid Report - FP

Click add and the below screen will pop up.

The title of the report should be the bill code for the student activity group such as band.
Make sure the school year is the current school year.

The effective date in low and high will be the date range of the school year.

Uncheck select all and select the bill code(s) for the student activity group.

Click Save and Print.

Once the report has been printed, click the my print queue icon.

Billing Detail Report m T @ 7

Display My Templates Display Shared Templates Display Skyward Templates

Billing Detail Report Templates @ & Print |
B ;
Templaie Type & Drescriplion Created By loi?:tsmg

2 Entty _mBumMENEs  lHowepchede | i

Click on Tasks.

My Print Queue - Chelcie Howley @ oS |2
:_r.:' Views: | General vl F||ters:| *Skyward Default vl hid @ [& View
Date w Time | Report Description Wait List # | Status Time Processing Format Current Key el
2:15 PM | Billing Detail Report - Fine I Corpleted TR [ N - | conett
Xcel
88/17/2022 Wed 2:09 PM Billing Detail Report - Fine Completed 00:00:23 POF
88/17/2022 Wed  2:07 PM Billing Detail Report - TECH outstanding Completed  00:00:31 PDF pliavgstabus
88/17/2022 Wed 2:05 PM  Billing Detail Report - School Id Completed 00:00:22 PDF

Click Schedule This.
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Scﬁ‘g‘”e | Create a Scheduled Task with the selected report/ufility

| Sc?::é'ea | View all of your scheduled tasks

Cancel

Change the Start Time to 08:00 AM.

On the Days of the Week, select the one day of the week to send the report.

Email Results to will be the sponsor’s MISD email address.

Click Save.

g/l‘?f Scheduled Task Maintenance - Entity 003 - 05.22.06.00.05 - Google Chrome

O X

8@ skyward-mansfield.iscorp.com/scripts/wsisa.dll/W5ervice=wsedumansfieldby/gprntedit004.w?schedule...

Scheduled Task Maintenance

@ O

Task Information

Task Status: @ Active () Inactive Entity: 003

* Task Description: |Billing Detail Report - Fing

o

* End Date: [12/31/2999 || %3] Tuesday

Task cannot be synchronized because there is no associated template. [7]

* Start Date: [08/17/2022 ||:3| Wednesday * Start Time:

Days of the Week
Mon [(JTue (dwed (JThur (JFi (Csat [(Jsun

|Meeks of the Month (1-6) v |
B First & Second EThird EdFourth EFifth @ Sixth

Maonths of the Year

B 1znuary B February B March B april  EdMay B June
July August September [ October B November B8 December

Additional Export Options

Spreadsheet Format: | User Preference w | 7]
Spreadsheet Format will only apply to reports that produce spreadsheets
Email Results To: | |
Require Users to Log in to View Results From This Task [7]
Export Location: | | [7]
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§7# Billing Detail Report - Entity 003 - WS\AD\FM\RE\BD - 10902 - 05.22.06.00.05 - Google Chra...  — O e

8 skyward-mansfield.iscorp.com/scripts/wsisa.dll/W5ervice=wsedumansfieldty/sfeemedit010.w?isPo...

Billing Detail Report @O S 2
Template Settings [  Save |
e Sawve and
* Template Description: AP EXAM FINES | | Print
Share with other users in entity 003 [ Back |
(] Print Greenbar
= g .
Billing Detail Report Ranges
School Year:
Report Sequence:
[?] entity: 003
Low High
Customer Key: | ||zzz72r77777 |
Payor Key: | ||zzz7z77zzez |
Effective Date: [01/01/1900  ||5g]  [12/31/2999 ||
Due Date: [01/01/1900  |[]  [12/31/2909 |
Total Balance Past Due: | -9,999,999.99| | 9,999,999.94|
Total Balance Due: [ -9,999,990.99| | 0,999 900,50
Billing Detail Amount: | -9,099,999.99| | 9,009,995.94|
Grade/Grad Yr: [ 9999 [ Joooo | [7]
Student Satus:
& print detail
[ Print comments
[l Only print unpaid fees
= .
Bill Codes [ Select All
Bill Codes
AP EXAM [AP EXAM - B23] .
AP TEST [AP TEST - B@3]
APTEST [AP TEST - 883]
H Course Fee Terms

Asterisk (*) denotes a required field

Billing Detail Report on Specific Bill Codes
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The below is setup to run on all art bill codes as an example — this report will show what has been paid and what is

not paid for the art bill codes
Billing Detail Report @O S (2
Template Settings | Save |
| Save and
Print

* Template Description: [Art |
Share with other users in entity 002 [ Back |
(] Print Greenbar

= - .
Billing Detail Report Ranges
School Year:
Report Sequence:
[?] Entity: 002
Low High
Customer Key: | ||zzzz2777772 |
Payor Key: | ||zzzz7777777 |
Effective Date: [01/01/1900  |=3] [12/31/2990 |53
Due Date: [07/01/2022  |[=2| [os/30/2023 ||z
Total Balance Past Due: | -9,999,999.99] | 9,009,959.99|
Total Balance Due: | -9,999,999.99 | 9,999,999.99)
Billing Detail Amount: | -9,999,999.99| | 9.,999,999.99)
Grade/Grad Yr: [ 9999 [ Joooo [[Z]
Student Status
Print detail
[ Print comments
[ only print unpaid fees
= .
Bill Codes [_] Select All
Bill Codes
art [Art - @82] ~

ARTFEES [ART FEES - @@2]

Course Fee Terms

Asterisk (*) denotes a reguired field

Fees Paid Report on Specific Bill Code
The below is setup to run on the bill code AP Exams as an example
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Fees Paid Report - I

Template Settings |__Save |
o Save and
* Template Description: IAP EXAMS | | Print
B4 Share with other users in entity 002 [ Reset |
(] Print Greenbar ( Back |

Fees Paid Report Ranges

School Year: [ Current Year (2822-23) w|

(2] Entity: 002
Low High
Customer Key: | | |Z7777777777 |
Payor Key: | | |z7zz7z7zzer |
(] print Report for Today's Date
Payment Date: [07/01/2022 || lo6/30/2023  |[=3)
Deposit Number; | |(zzzz77777777777777 |
Report Type: | Detail v |

[ Sort payments and prepayments by Deposit Number
Print totals by account number
Print ranges on last page

Payment Bill Codes [ Select All

Bill Codes

PAYCASH [Cash Payment - 882] ~
PAYCHECK [Check Pay - ©892]

PAYCRED [Pay Credit - @92]

Charge Bill Codes [ Select All 2]

Bill Codes

P OEXAM [AP EXAM - B@2] ~
P TEST [AP TEST - @82]

PTEST [AP TEST - @82]

Asterisk (*) denotes a reguired field

Statements in Skyward Student
Click on Administration tab, click on Reports, click on payor notification by email — below are the
settings for FY 2023-2024
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§{4 Payor Notification by Email - Entity 003 - WS\AD\FM\RE\PB\NE - 25100 - 05.23.06.000..  — O X

@ https://skyward-mansfield.iscorp.com/scripts/wsisa.dll/\WS5ervice=wsedumansfieldix/s... A

Payor Notification by Email - I

Template Settings |  Email |

[ Back |
Template Description: |MHS Fines 2024 Guardian ——

Share with other users in entity 003
Frint Greenbar

Dial File Ranges

Print Options: ' Report Only Report and Email(s)
Due Date: 09/29/2023

Low High
Payor Key: LETTTTFETiT
Balance Due: 0.01 §,990,0990,90
Default Entity: 003 003
Grade/Grad ¥r: 09 2027 12 2024

Status: |Active
Send To: Primary Guardian

@ Show list of payors without email addresses

OR
Click on Administration tab, click Reports

Mansfield Summit HS (002) (=

SKYWARD

Home w Students Office ’;i‘::ﬂf;sd F?:;Lﬁt‘;te Q
4.2 L
E| + Fee Management - FM

Customers - CU
Quick Entry - QE

Ma ze Creation - MF
Cgeports -RE

Click on Print Statements

B o] &
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Mansfield Summit HS (002) (=

SKYWARD
e g Advanced | Federal/State
Home v Students | Office Featuros Reporting Q
<4l Reports 3¢

EIEJ Fee Management Reports - RE

- Aging Report - AR

[ Bill Codes Repart - BC

[ Billing Detail Report - BD

[ Credit Balance Report - CB

{1 Customer Setup Records - CS

{1 Customers With Dropped Courses Report - DC
[ Customers without Fees - CW

-] Fee Code Totals - FC

{7 Fees Paid Report - FP

E-£5 Invoice Options - 10

{7 Print Invoice by Range - PR

[ Print Invoice by Individual - PI

{1 Lunch Code Changes Report - LC

-] Payments by Check Number - PN

=13 Payor Balance Notification Options - PB

-1 Payor Notification by Email - NE

{1 Payor Notification by Phone - NP

[ view/Save Locally Payor Dial Files - DF
{1 Print Payment Coupons - PC

- Print Recsints - PR

L print Statements -3y
(] Print Totals - PT

-] Receipt Totals - RT

{1 Transaction Log Report - TL

Click Add and make sure the print screens below are followed
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Print Statements

Template Settings | save |
* Template Description: [SHS Statement | Saggnalnd ]
Share with other users in entity 002 [ Reset |
(] print Greenbar ( Bak |
Payor Ranges
Payor Selection Method: | By Range v/
school Year: | Current vear (2824)  w|
Low High
Payor Key: | | zzzz7777777
=
Customer Ranges
Customers to Print: | Student v
Low High
Entity: (002 _ 002 2
Grade/Grad Yr: | |/9999 [ loooo
Payment Plan: | | zzzzzz |7
Student Status: | Active |

B include Free and Reduced Students

Bill Codes 2 Select All

Affiliations B Select All

Organizations &4 Select All

Tuition Types E Select All
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Statement Ranges

Low High
Balance Due: | 0.01| | 0,999,999.99|
[ pefault Statement Date and Due Date to today
Statement Date: Thursday
Due Date: Thursday

Previous Balance’ Date 01/01/1900 Monday

Entered:
Print statement for each household
(] print statements with zero balance
[ print Past Due balances only
[ pPrint Current Due balances only

Print Options

[ print billing detail comments
Include bill code in description
[ Print voided records
] Suppress prorate/freefreduced detail E]
Suppress adjustment receipts E]
(] print list of payors whose paid amounts do not equal total payments 7]
(] Print middle name
Name Order: | Last/First v/

Student Options

Print Stu ID: | Alphakey L
Print Organization
Print Graduation Year
Print Homeroom

| Sort Order |

Payor Mailing Address Starting Location

Row: Column:
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Header Section

(L] print on letter head paper
Frint header
Mame: |Summit High School |
Address 1: |1071 W. Turner Warnell Rd. |
Address 2: |Arlington, Texas |
Zip Code: |76001 |

Footer Section

(U Use Pre-Printed Footer
Footer 1: |Qg into Skyward Family Access - Fee Management- Make & Payment

Footer 2: |in order to pay by credit card.
Footer 3: |
Footer 4: |
Footer 5: |
Footer 6 |
Footer 7: |
Footer 8: |

=
Statement Sending Options
Make Statements available in Family Access as wall post
Send statements via email
Subject: Fee Management Statement
Message:
&
Asterisk (*) denotes a required field ~

On the print screen above — make sure to check send statements via email and then click save and print when the
campus is ready to send the statements
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Summary and Detail Reports in Skyward
]

Budgetary Data Mining - WAAM\RPADM\DM - 27021 - 05.16.06.00.04 - Google Chrome

o IEN

[ https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService =wsFin/famdmtabs000.w

Mansfield Independent School District
SKYWARD

Account B Accounts  Fixed
Home ‘v Vendors | Purchasmg‘ Payable s Inventory | SBAA |Q

<« |~ Budgetary Data Mining

Report | [_add [ Deete ][ clone [ Back | ‘
Information
Report Name: verifying report | prnt |
Parameters B
Report Title: wverifying report |  Excel |
Breaks I
Report Type: Revenue/Expense Summary
Account Ranges
Field Selection Report Information
Report Name: verifying report \ Edit |

Report Title: verifying report
Report Type: Revenus/Expense Summary

0

Budgetary Data Mining - WAAM\RP\DM\DM - 27021 - 05.16.06.00.04 - Google Chrome

Chelcie Howley  Account | Preferences | Exit | |2

| [B @ iyFavortesw {]New Window £5p My Print Queue

a

[ https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/famdmtabs000.w

Mansfield Independent School District
SKYWARD

Account - Accounts | Fixed
Home |v Vendors | Purchasing | Payable lbessiy Inventory | SBAA |Q

< |~ Budgetary Data Mining

Report ‘

Information

| Add

Bk |

Report Name: verifying report

Report Title: verifying report
Breaks

Report Type: Revenue/Expense Summary
Account Ranges

Field Selection Parameters

Notes:

Consolidate Funds: * Yes ® No

Report access for other users.

Budget Status: All Accounts

Print Detail: ® Yes ' Mo Modify

No access
* Read only

Detail Spacing: Single

Print Totals: ® Yes ~ No
Suppress Zero Amounts: * Yes No

Addtl printing prompt for current user
Open Account Range Filter screen

Account exclusions

# Exclude accounts that have no activity for the month selected
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Print |

Excel |

Edit

Chelcie Howley  Account | Preferences | Exit | |7

| ®» B @ trFavoriesv {]New Window £5 My Print Queue




[ Budgetary Data Mining - WR\AM\RP\DM\DM - 27021 - 05.16.06.00.04 - Google Chrome

- o Em

[3 https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/famdmtabs000.w

Mansfield Independent School District
SKYWARD

Accounts
Payable

Fixed
Assets

| Inventory ‘ SBAA ‘Q

<. | Budgetary Data Mining

Chelcie Howley  Account | Preferences | Exit | [ 7|

| B @ iyFavoritesv {]New Window 62 by Print Queve

W ‘ | Add || Delete |[ Clone || Back \|
Information ‘ s )
Report Name: verifying report [ prim |
Parameters ERal
I | Report Title: verifying report [ Excel ]
h Report Type: |Revenue/Expense Summary
| Account Ranges
| |
| Field Selection Breaks
Sequence: B - REGULAR ACCOUNT SEQUENCE (_ Eat |
I Bl I [ [ E [ ]
|Fuo |7 JiFe  Joss |[so  |lore J[E_[Pe |[Loc |
Break Levels
| Loc a | Description Position | Break |Heading | separator | DblUnderine |
There are no records to display; check your filter settings.

]

0 records displayed

& Budgetary Data Mining - WRAM\RP\DM\DM - 27021 - 05.16.06.00.04 - Google Chrome - o IEl
[ https://skywardbis. Jisd.org:444/scripts/wsisa.dll/WService=wsFin/famdmtabs000.w

Parameters Report Type: [Revenue/Expense Summary *
Breaks

Account Ranges
5 5 Low High ‘ Save and
Field Selection e I— el
Goup:s[ ] -

Account Status: ® Active and Inactive O Active © Inactive

Operating Statement Accounts

¥ Expense [ Revenue
Low Account: 461 * 00 0000 00 125 0 00 370
High Account: 461 * 99 9999 99 135 9 99 370

Include Filters for Operating Statement Accts

d

Edit
[ Dekete |

Exclude Filters for Operating Statement Accts

finen 0BIECT range 634@ to 6348
Wnen LOCAL range 399 ta 399

<|(ps )
Edit
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] Budgetary Data Mining - WRAM\RP\DM\DM - 27021 - 05.16.06.00.04 - Google Chrome o
[ https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService =wsFin/famdmtabs000.w

f__ Mansfield Independent School District Shote o tctom | P Bl R
SKYWARD
Account Accounts  Fixed
Home ‘v Vendors  Purchasing | Payable | Assets | Inventory | SBAA ‘Q
<. |» Budgetary Data Mining | ® B @ fyFavortesv €New Window £ My Print Queue
Report | | »ndd || Deete || clone |[ Back | ‘
Information
Report Name: verifying report | Prnt |
Parameters e —
Report Title: wverifying report | Excel |
Breaks
Report Type: Revenue/Expense Summary
Account Ranges
Eiald Selechion Field Selection
| Edit |
Views: All Field Selections v | Filters:| *Skyward Default v | b ST e
# 4| Field Heading 1 | Heading 2 | Type | Combo field | Calcutation | Len| Format |s | E | w [Fropt
|1 Account Number _________[MNDTFCOMISOORGEPI -——m—um =
2 Account Level Description  Account Level Description L Report
3 Original Budget <> Original Budget Single 12 >, 22>, >>>,>>0.99 L  Yes No Report
4 Revised Budget <Y> Revised Budget Single 12 -5,22%,52>,>>9.99 L Yes No Report
5 Encumbered Amount Encumbered Amount Single 12 -3,353,533,5>3>9.99 L  Yes No Report
6 Unencumbered Balance - YT  Unencumbered Balance Single 12|-3,>>2,2>2,>>9.99 L Yes No Report

4
6 records displayed

[ Runtime Parameters - WPVAM\RP\DM\DM - 27021 - 05.16.06.00.04 - Goo.. — O

[ https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService =wsFin/famdmec
Runtime Parameters R~k

Runtime Report Parameters I Print |
Report Name: verifying report l Lor |
Reporting Month:| Entered Month v
Select Month:| August v
Year:| 2016 v |
L Print Title Page
|| Print Greenbar

Runtime Report Setup

How do you want to change runtime setup?

_ Parameters
'®) Use current setup - no change

Breaks
') Change setup for this run only - do not save -
) Change setup for this run and save setup Account Ranges
Report Mame: verifying report Field Selection
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3frbudl2.p 65=-4 Mansfield Independent School Distriet 0B/11/186 Page:1

05.16.06.00.02 verifying report (Date: &/2016) 9:37 AM
hocount Level 2016-17 2016-17 Encumbered Unencumbered

EMD T FC OBJ S50 ORG F PI Description Original Budget Bevised Budget Amount Balance
461 E 11 £399 15 125 0 11 3I7TH 375%.46 37946
461 E 11 &41Z 15 125 0 11 370 300.00 300.00
461 E 11 &494 15 125 0 11 370 300.00 300.00
461 E 13 &399 15 125 0 99 3T GENMERAL SUPFLIES 200.00 200.00
461 E 23 &390 15 135 0 99 370 GEHWERAL SUPPLIES 250.00 250.00
461 E 61 &497 15 125 0 99 3ITH 100.00 l00.00
Grand Expense Totals 1,529 .46 1,529 48

Mumber of Accounts: &

FhAkkEkkkkEk kR mrhkkmrkkr Fod of EEPDIt LR e e R

Scheduling a Report in Skyward Finance

Click on Account Management, then click on Budgetary Data Mining

c Approve Requisitions - WRPU\MR\ARMAR - 29487 - 05.19.10.00.07 - Google Chrome — x
& skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/fporgbrws011.w
Mansfield Independent School District Lhe ooy, Micsint | R | B2,
SKYWARD
Account Accounts  Fixed Custom
Home Vendors Payable | Assets Inventory = SBAA Reports Q
4.Q e © © [ @ 1yFevoritesy ] NewWindow My Print Queue
| Account Management - AM Setup + Budget Management - BM Setup + Project/iGrant Management - PG
Budget Entry - BE T Project/Grant Entry - PG L)
|~ Account Master - CA Setup ~ Requisitions - RE Reports - RE L)
Account Profile - \P Ln| Budget Approval - BA Lyl int
Chart of Accounts } CA a ~ Revisions - BR Awafing | Baich % Project/Gran{ view
Operating Statemen{ Accounts - 0S Ll — Asof Humber Disc| Humber -
Budget R -BR Edit
7 Balance Sheet Acconts - BS inl S avEl0ns ho o
~ Transfers - TR
- ﬂt Submit Transfers - ST © -
Approvals - AP Q
Budgetary Data Mining -~OM Lo Transfers - TR o
Vendor CheckH\s.itury VG b Accounting Update - Budget Transfers - AU{]
Cansralimuti Wity - L a Update History - Budget Transfers -UH 3
Batch Reports - BR Ln|
Other Reports - OR in
= General Inputs - GI Setup
~ Journal Entry - JE Setup -
1 Submit Journal Entry - SJ Q 3
E Approvals - AP L n| Requisition Number: | |
Joumal Entry - JE Q
= Accounting Update - Journal Entries - AU st
Update History - Journal Entries - UH 4 | Ne‘é‘tdl‘.;‘vga\ |
K « Cash Receipts - CA Setup | LA\'MNL"Q o
- | Lower Leve
Cash Receipts - CA
Arconnting lndats - Cach Darainte _ A1 @5 =

javascriptnavClick[Accounthanagement)
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Make sure your views are on Revenue and Expense Reports — Detail and Summary and the Filters are My Reports

€ Budgetary Data Mining - WRVAM\RP\DM\DM - 27021 - 05.19.10.00.07 - Google Chrome - x
@ skywardbis.mansfieldisd Drg:m/scr\plfs/ws\sa.d Il/WService=wsFin/famdmbrws000.w

f—_ Mansfield Independent |{School District i e A RS A RS AR
SKYWARD
Account R Accounts  Fixed Custom
Home Management Vendors ~ Purchiagsing Payable  Assets Inventory SBAA Reports Q
<l | Budgetary Data Mining # © & = @ TyFevortesv ] New Window My Print Cueue
Views: |Revenus and Expense Reports - Detsil and summary v | Eilters: [ =My Reports v Yw®E & | Add J
Report Name 4. Repori Wle Favorite Created By Access | Reporfipe DT FFEMRE ID | -
b 314-15 Dot e eport 5619 et Bulget Report_— |+ JmomEzieo) | R Jrevempmesunay | [
P .14-15 Detail Budgets Campuses .14-15 Detail Report Campuses ﬁ HOWLECHEQ0D R Revenue/Expense Summary 32,670 | Clone |
[ g3t 2 ﬁ HOWLECHEQ0D R Revenue/Expense Summary 120,738
» 211 Title 1 All- yr 9 211 Title I All- yr 9 =3 HOWLECHEQ00 R | Revenue/Expense Summary 112,145 ( ]
» 240 240 W HOWLECHED00 R | Revenue/Expense Detail 97,241 ( )
» 461 Over Budget report 461 Over Budget report ﬁ HOWLECHED0O R Revenue/Expense Detail 47,932
P 461 Rev & Exp Summary 461 Rev & Exp Summary * HOWLECHED00 R Revenue/Expense Summary 52,360 |_Impeort Layout |
» 461 Rev & Exp Summary Athletics 461 Rev & Exp Summary Athletics 1] HOWLECHEO00 R Revenue/Expense Summary 91,646 [ Export Layout |
» 573903 5739 03 W HOWLECHED00 R | Revenue/Expense Detail 105,618 )
» 5742 5742 ¢  HOWLECHE00O R Revenue/Expense Detail 91,387 Schedule
B 5742 5742 w HOWLECHEDOD R Revenus/Expense Summary 91,301 __This Report
» 5743 Rentals 5743 Rentals ﬁ HOWLECHED00 R Revenue/Expense Summary 120,606
» 5749 5749 \'} HOWLECHEQ00 R Revenue/Expense Detail 41,008
» 6340 6340 \'} HOWLECHED00 R Revenue/Expense Detail 39,104
b 6340 6340 ¥  HOWLECHED00 R | Revenue/Expense Summary 95,152
P 826-876 Rev Exp Net to Zero 826-876 Rev Exp Net to Zero ﬁ HOWLECHED0O R Revenue/Expense Summary 91,607
b 865 57xx 865 57xx ¥ | HOWLECHE00O R | Revenue/Expense Summary 112,387
» 865 Band THS 865 Band THS # HOWLECHEQ00 R Revenue/Expense Detail 116,239
¥ Activity Fund Deposits Activity Fund Deposits ¥ | HOWLECHE00O R | Revenue/Expense Detail 44,429
P Advertising Revenue Advertising Revenue - HOWLECHED00 R Revenue/Expense Detail 87,939 S
Pl i »
67 records displayed Report Name: | (aBc)
Click on the report to schedule (it will highlight in a darker color like below)
€ Budgetary Data Mining - WRAM\RP\DM\DM - 27021 - 05.19.10.00.07 - Google Chrome - X
& skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/famdmbrws000.w
Chelcie Howley ~ Account | Preferences | Exit ?

/‘f’— Mansfield Independent School District
SKYWARD

Home Vendors | Purchasing '.;,F:;;JLS ;;:‘;1 Inventory = SBAA g:;‘:nrg Q
<« | Budgetary Data Mining i © © 2 @ 1yFevoitesy §]New Window &My Print Queue
Views: |Revenue and Expense Reports - Detail and Summary v | Filters: [ **My Reports v v - | TN
Report Mame Repart Title Favorite Created By Access | Report Type ot FFBMRE ID S -
¥ 5745 3749 W HUWLECHEUUU K Revenue/EXpense Uetan 4LU%E N =
P 6340 6340 (3 HOWLECHED00 R Revenue/Expense Detail 39,104 I'T‘
P 6340 6340 ﬁ HOWLECHEQ0D R Revenue/Expense Summary 95,152 S
P 826-B76 Rev Exp Net to Zero 826-876 Rev Exp Net to Zero * HOWLECHEQ0D R Revenue/Expense Summary 91,607 ( Print )
P 865 57xx 865 57x ¥  HOWLECHE00D R Revenue/Expense Summary 112,387 —_—
O e e N N I
P Activity Fund Deposits Activity Fund Deposits * HOWLECHEQ0D R Revenue/Expense Detail 44,429 [ m—
P Advertising Revenue Advertising Revenue ﬁ HOWLECHEQ00 R Revenue/Expense Detail 87,939 i
¥ Assoc Supt Business & Finance Assoc Supt Business & Finance <3 HOWLECHEQ00 R | Revenue/Expense Detail 238 |_Export Layout |
» Athletics Revenue Athletics Revenue ﬁ HOWLECHED00 R Revenue/Expense Detail 58,261
¥ Back to School Bash Back to School Bash W  HOWLECHEO0D R | Revenue/Expense Detail 87,919 e
» Board Report By Object - General Board Report By Object ﬁ HOWLECHED0D R Revenue/Expense Summary 25,811
¥ Business Office 740 Business Office 740 # HOWLECHEQ0O R Revenue/Expense Detail 19,090
» By Function By Function ﬁ HOWLECHEQ0O Revenue/Expense Summary 70,850
» CAFR Interest Eamings by Fund CAFR Interest Eamings by Fund ¥  HOWLECHEO0O R Revenue/Expense Summary 91,400
¥ Campus Activity Rev/Exp Summary by C Campus Activity Rev/Exp Summary \'} HOWLECHE000 R Revenue/Expense Summary 108,378
» Campus Income Statement Campus Income Statement ¢  HOWLECHEO0D R | Revenue/Expense Summary 47,903
¥ Campus Payroll Settle Up Campus Payroll Settle Up \'} HOWLECHED00 R Revenue/Expense Detail 20,789
» Campus Payroll Settle Up Campus Payroll Settle Up ¢  HOWLECHEO0D R Revenue/Expense Summary 20,788
» Cash Receipt Cash Receipt ﬁ HOWLECHE000 R Revenue/Expense Detail 95,660
R oo o s uAWI ErUERRA o Dmsrmmian Cumammn Fnbnil LR v
] »
67 records displayed Report Name: =13

77



On the right hand side, click schedule this report

€ Budgetary Data Mining - WRAM\RP\DM\DM - 27021 - 05.19.10.00.07 - Google Chrome = x
& skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/famdmbrws000.w
Mansfield Independent School District o oo e eca e R %)
SKYWARD
Account B Accounts | Fixed Custom
Home ‘v Vendors = Purchasing | Payable  Assets Inventary = SBAA | Reports Q
<l | Budgetary Data Mining i © & = @ <iFevortesv ] New Window My Print Cueue
Views: | Revenue and Expense Reports - Detail and Summary ¥ | Filters: [ ==my Reports v L Add )
Report Name & Report Tille Favoiite | Created By Actess | Report Type oT FFEMRE ID - )
¥ 5/4Y 5749 W | HUWLELHEUUU K Kevenug/Expense Uetall 40 ([P
» 6340 6340 §¢  HOWLECHED0D R | Revenue/Expense Detail 39,101 oo )
b 6340 6340 ¥  HOWLECHED00 R Revenue/Expense Summary 95,152 —
» 826-876 Rev Exp Net to Zero 826-876 Rev Exp Net to Zero ﬁ HOWLECHED0O R Revenue/Expense Summary 91,607 ( print )
P 855 57xx 865 57xx ﬁ HOWLECHED0O R Revenue/Expense Summary 112,387 ( ;X 3 |
cel
» 865 Band 865 Band THS - HOWLECHED0D “ Revenue/Expense Detail - 116,239 —_———
¥ Activity Fund Deposits Activity Fund Deposits w HOWLECHEO000 R |Revenue/Expense Detail 44,429 (port Cayout )
Import Layou
P Advertising Revenue Advertising Revenue - HOWLECHED00 R Revenue/Expense Detail 87,939 ———
¥ Assoc Supt Business & Finance Assoc Supt Business & Finance W HOWLECHEO0D R | Revenue/Expense Detail 238 (st Loyt
¥ Athletics Revenue Athletics Revenue w HOWLECHEQ00 R Revenue/Expense Detail 58,261
Schedul
¥ Back to School Bash Back to School Bash %  HOWLECHEDOD = R  Revenue/Expense Detsil 87,919 | Thie Report
P Board Report By Object - General Board Report By Object 'ﬁ HOWLECHEQ00 R Revenue/Expense Summary 25,811
P Business Office 740 Business Office 740 'ﬁ HOWLECHEO000 R Revenue/Expense Detail 19,000
P By Function By Function 'ﬁ HOWLECHEQ00 Revenue/Expense Summary 70,850
P CAFR Interest Eamings by Fund CAFR Interest Eamnings by Fund 'ﬁ HOWLECHEO000 R Revenue/Expense Summary 91,400
P Campus Activity Rev/Exp Summary by C Campus Activity Rev/Exp Summary 1’} HOWLECHEQ00 R Revenue/Expense Summary 108,378
P Campus Income Statement Campus Income Statement 'ﬁ HOWLECHEO000 R Revenue/Expense Summary 47,903
P Campus Payroll Settle Up Campus Payroll Settle Up ﬂ" HOWLECHEODQO R Revenue/Expense Detail 20,789
P Campus Payroll Settle Up Campus Payroll Settle Up ‘ﬁ HOWLECHEDQO R Revenue/Expense Summary 20,788
» Cash Receipt Cash Receipt %%  |HOWLECHEO0O R Revenue/Expense Detail 95,560
[y rm s unw crUCann o i 107 200 e
4 »
67 records displayed Report Name: | (aBc)
The below box will pop up — click on schedule this report
& Runtime Parameters - WPRAMWRP\DMY DM - 27021 - 05.19.10.00.07 - Google Chrome = O >
# skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/famdmedit008.w?isPopup=true
. —
- 7
Runtime Parameters @O o 7
Runtime Report Parameters | Schedule This Report |
Report Name: 865 Band THS \ Bac J
Start Date

Day of Month: | First Day of Fiscal ¥r r

Month: Designated by Day

End Date

Day of Month: | Last Day of Fiscal ¥r r

Month: Designated by Day

[ Print Title Page
| Print Greenbar
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The below screen will pop up: determine the date the report will show up in the person’s in box — the screen
below is set up to email the report on every Monday; put the person’s email address in the “Email Results to”
(should be the misdmail.org) NOTE: The time for the report to run is defaulted to 2 AM; therefore, it will be in
the person’s inbox by 3 AM — please tell the person that if they have their work email set up on their personal cell
phone that they could get a notification noise if not set to silent.

Scheduled Task Maintenance MmO 5 2
Task Information Save
Back

Task Status: ® Active Inactive Entity:
* Task Description: |Scheduled Budgetary Dataminer Report: 865 Band THS

4
Task cannot be synchronized because there s no associated template. [7]

* Start Date: [01/15/2020 | Wednesday * Start Time: [02:00
* End Date: [12/31/29099  ||::2] Tuesday Don't Start After: [03:00
Run After: Clear
Days of the Week
# Mon LJTue L) Wed Thur Fri U sat Sun
Weeks of the Month (1-&) v

#| First | Second %/ Third ) Fourth # Fifth ¥/ Sixth

Months of the Year

#| January # February ¢/ March #| April | May #| June
#| July #| sugust  #) September ¥ October #) November # December

Additional Export Options

Spreadshest Format: | User Preference v |[7]
Spreadsheet Format will only apply to reports that produce spreadsheets

‘ Email Results To: |ChelcieHowley@misdmail.org |
Do Mot Reguire Users to Log in to View Results From This Task [7]

Export Location: | |[2]

Click Save and the steps are complete
PayK12 District User Instructions

Below is the PayK12 item setup form for optional fees only that must be filled out in its entirety
including the fully approved fundraiser/collection application number from eduphoria. The budget code
for funds to be deposited into will be the campus revenue account and the transfer budget code will be
the expense code. The form must be approved off by the activity accountant before an item is setup
in PayK12.
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&
MirSD PAYK12 New Item Setup Form

Campus: | | Today's Date:| |
Campus Organization Information:

Group,fGrade:| | Sponsor:

Name of Item:
(note ta the business office: add 461 L 00 2114 00 XXX 000 000 if yes)

Does this item have sales tax that needs to be assessed?D Yes D No

Sale Start Date:| Sale End Date:| |

Cost of item: Max to be Sold:
{Without processing fee and sales tax) (i.e. only 100 tickets available then put 100 here)

D Point of Sale I IOnIine Sale

Budget Code for funds to be deposited into: | |

Transfer Budget Code (fund 461/865 only):

(this is where the funds need to be to do a purchase order)

Fundraiser Application #:

Information Required for Sale Item:
{Check what you want PayK12 to include in the sale to track sale and delivery of item)

Student ID #D Student NameD
Teacher Name D GradeD
Parent NameD Phone #D

Emergency Medical Information D T-shirt Sizes: S M L XL 2XL 3XL 4L
Youth T-shirt Sizes: S M L XL
(arcle all that apply)

On t-shirts sales, list here the prices per size range:

Secretary/Bookkeeper - Please make sure this form is filled out correctly. Then submit
this form via email to Chelcie Howley (ChelcieHowley@misdmail.org) for approval
before entering into PaykK12.

Signature and Date of Activity Accountant:

Contact the activity accountant for teacher/sponsor access — information needed: MISD email
address, address of the campus this staff member is located at, and what department access is
needed (such as band).

Go to this website: https://secure.payk12.com/pages/login.html

Type in your username (which is your misdmail.org email address) and your password — if you have
forgotten your password, then click forgot password after typing in your misdmail.org email address
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https://secure.payk12.com/pages/login.html

[ Payk12 Login x + v - x

& > C Y & securepaykl2.com/pages/login.html Qa e k »

Apps @ FrostTreasury Conn.. @ PAYKIZ -Signin @ TEA PaymentReport 4% TaComptroller eSyst.. @ TarrantCounty Tax.. @ Edupheria! Login Invesco - Product ... €Y Fidelity Yield » Reading list

YK12

voneres oy HCREETACRET

Login ta your Account

Forgot Password?

Once logged in — your screen should look like the below

[[ School Cverview x + W~

€ > C ) & securepayki2com/pages/system/school-view.html aQ P % B

Apps @ FrostTreasury Conn.. @ PAYK12Z-Signin @) TEAPaymentReport #% TxComptroller eSyst.. @Y Tarrant County Tax.. @ Eduphorial Login Invesco - Product D... @ Fidelity Yield » Reading list

PA“IZ T @ Hello Chelcie ~
ticketracker

Pameree
Cora Spencer ES
(@ Dashboard

fBn Overview Cara Spencer ES
8f Contacts
Departments
(] Orders
Cm DePa Etments Cora Spencer ES
A Products

Search Departments..

{1 Point of Sale I

 Mansge Integrations =
Status: Active b

) Payment Plans

School Address
'
£3 PayK12 Store Name Q 31405. Camino Lagos
Grand Prairie, TX 75054

3rd Grade
[ storefront A @ Q

Primary Contact Priasy Eoradt

Cexilia Neufeldt

&, Perla Aimendariz
B2 PerlaAlmendariz@misdmail org
oF 8172096680

CevibaNeutel

Library 5

Showing 1to 2 of 2 entries < - >
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To setup an item follow the below steps:

Click on Products then click on add new product then click on new product

Mansficld Independent School District

Dashboard
Refine By:

[8h Overview

% Contacts

Filtering By:
5] Orders

NAME + PRICE STATUS @
8 Products
& Point of Sale NAME pRICE STATUS

£ Notifications Showing 0 to 0 of 0 entries
) Payment Plans

= PayK12 Store

[ Storefront

New Product

DEPARTMENT LASTEDITED EVENT DATE
No data available in table
DEPARTMENT LAST EDITED EVENT DATE
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® M | [ eayx2 X 5 - x
<~ G A @] https://secure.payk12.com/pages/system/manage-products.html A g i:é B z - /I;
{3 Skyward Finance {7 Skyward Student @ Tarrant County Tax.. #§ Comptroller eSyste.. [J] PayKi2login 43 QRCode Monkey -.. (@ Citrix XenApp - Log... [BB Per Diem Rates | GSA £, Digital Banking > Q
PAYKIz 3 @ rello Cheleie ¢
rowesed By ticRetracker o
o
& Manage Products
MISD +
Mansfield Independent School District
(1) Dashboard
Refine By:
[8h Overview
% Contacts
Filtering By:
[ Orders
NAME + PRICE STATUS @ DEPARTMENT LAST EDITED EVENT DATE ACTIONS
8 Products
No data available in table
& Point of Sale NAME PRICE STATUS DEPARTMENT LAST EDITED EVENT DATE ACTIONS
£ Notifications Showing 0 to 0 of 0 entries
=) Payment Plans
£ PayK12 Store
[ storefront
® M @ a2 x [ - o X
& > O A ] https://secure.payk12.com/pages/system/manage-products.html# A g i:é kY 3 N /b
{3 Skyward Finance {7 Skyward Student @ Tarrant County Tax.. #§ Comptroller eSyste..  [J] PayKi2Llogin 43 QRCode Monkey -.. @ Citrix Xenhpp - Log... [BH Per Diem Rates | GSA £ Digital Banking > Q
PAYKIZ 3 @ rello Cheleie ¢
Powesed 0y licRetracher ©
o
& Manage Products
+

ACTIONS

ACTIONS




The below screen will vary by campus as the logo will be the campus logo — enter the fixed price of the
fundraiser, add the title (the title cannot have any special characters such as comma, semi-colon, hash tag,
dollar sign, etc.) and click next

@ MO | [ rayxiz x |+ - a X
< C m %) https://secure.payk12.com/pages/system/product-builder/product-builder.htmI?id=239780 A9y 7= % 8 - (b)
{3 Skyward Finance {7 Skyward Student @ Tarrant County Tax.. #§ Comptroller eSyste..  [J] PayKi2Llogin 43 QRCode Monkey -.. @ Citrix Xenhpp - Log... [BH Per Diem Rates | GSA £ Digital Banking > Q
NeW Product < exit to all products &
[+
@ Title, Price, & Images © configure Options © Review & Publish Save Draft &
+
Product Preview
Basic Info Product Images
Title
$0.00
Price
Multiple Price Groups
Prices will be set on the next scraen and some options will be set per prica. Usa this satting for avents with multiple ticket pricas.
Fixed Price
(. s | 0.00
. One set base price
d Independent Schoo "
Variable Price
Customer types amount
‘ Title ﬁ
Paint of Sale Only
Product Description
B I |uUu =& A = | E | = )
product description..
[mi}

Click begin on custom fields
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@ @ | [ raxi2 x |+ _ o %

&~ C () () hitps://secure.payk12.com/pages/system/product-builder/product-builder2. htm?id=239780 ATy = @g : ( |>
§{i Skyward Finance ¢ Skyward Student @ Tarrant County Tax.. #% Comptroller eSyste.. [J] Payki2Llogin £ QRCode Monkey-.. @) CitrixXenhpp - Log.. [BB Per Diem Rates | GSA 4. Digital Banking > Q
New Product { exit to all products &
(<]
@ Title, Price, & Images © Configure Options © Review & Publish Save Draft A& &
Product Preview Product Type: this product is classified as +
Fee
adfasdfsa
$5.00

® Some options may be required per the product type above.
IIS] Content

d Independent Schoo
Custom Fields

Add content and custom fields to your product.

General

Quantity & Availability

Set limited a limited quantity or availability

Promo Codes

Make promo codes available for this product

Taxable & Tax Rate

Make this product taxable and set the tax rate

Restriction & Verification

Import a list of purchasers capable of buying this product

Sponsorships — =
Click on Add Content

™ M I ey % |+ _ o x

& G A ] https://secure.payk12.com/pages/system/product-builder/product-builder3.htmi?id=239780 A9y {é % :

§7i Skyward Finance  ¢77 Skyward Student @@ Tarrant County Tax.. #§ Comptroller eSyste.. [J] PayKi2login £ QRCode Monkey-.. @) CitrixXenfApp - Log... [BB Per Diem Rstes | GSA 4% Digital Banking > Q

New Product < exit to all products &
[+]

@ Title, Price, & Images @ Configure Options © Review & Publish &
+

Product Preview

11S]

d Independent Schoo

Content Add Content
adfasdfsa
$5.00 € Back Continue =
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The below list will come up and textbox (use this is the option is not available such as Teacher Name),
phone, emergency medical, student information (which is the first and last name, student id and grade),

drop down list are used most

™ M @ rayk2 x |+

{3 Skyward Finance {7 Skyward Student @ Tarrant County Tax..
Product Preview

x
11

d Independent Schoo

adfasdfsa
$5.00

< C m %) https://secure.payk12.com/pages/system/product-builder/product-builder3.htmI?id=239780 A

.

t e % 8

% Comptroller eSyste...  [J] PayK12login £ QRCode Monkey -.. (@ Citrix XenApp - Log... [BH Per Diem Rates | GS& £, Digital Banking

© Review & Publish

Content

€ Back A Header
CTextbox
[ Date Picker

& Color Swatches
o Address

& Student Information

(31 Emergency Medical

@ Add Content ~

2P Text

£ Multi-Line Textbox

©

Drop Down List

v Checkboxes

of Phone

>

(m]

New Product < exit to all products

@ Title, Price, & Images @ Configure Options

x
Q,
L
(]

o

On the below screen is how to add phone number as “Phone Number” in field title click on required and

then click save

m M I rayki2 x |+

€7 Skyward Finance  ¢ff Skyward Student @ Tarrant County Tax..

Product Preview

adfasdfsa
$5.00

First Name

First Name
Student Id

d Independent Schoo Studentid

< C m %) https://secure.payk12.com/pages/system/product-builder/product-builder3.htmI?id=239780 A

S

t e % 8

£ Comptroller eSyste... [J] PayK12login £ QRCode Monkey -.. @ Citrix Xenhpp - Log... BB Per Diem Rates | GSA £, Digital Banking

Last Name

Last Name

Grade

Grade

© Review & Publish

First Name Last Name
| Student id Grade
Student 1d Grade
Phone
Field Title @

Phone Number

Phone Type @

Req uired @

€ Back

Once done adding the content needed — click continue
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Cancel E

Continue -

>

(]

New Product < exit to all products

@ Title, Price, & Images @ Configure Options

x

Q,
&
-]

+




Then, under quantity and availability click on begin

m MO @ rayki2 x |+

< C M

€7 Skyward Finance  ¢ff Skyward Student @ Tarrant County Tax..

o Title, Price, & Images

Product Preview

adfasdfsa
$5.00

First Name

First Name
II ] e

d Independent Schoo Studentid

Phone Number

XOKHHHKIOK

Configure Options
g P

ttps://secure.pa .com/pages/system/product-builder/product-builder2.htm|?id=2397
5 http: payk12. fpages/sy product-builder/product-builder2.htm|?id=239780

#§ Comptroller eSyste..  [J] PayK12 Login £ QRCode Monkey -... @ Citrix XenApp - Log...

© Review & Publish

Product Type: this product is classified as

Fee v

Last Name Custom Fields

Add content and custom fields to your product.

Last Name

Grade

Grade General

Quantity & Availability
Set limited a limited quantity or availability

Promo Codes

Make promo codes available for this product

Taxable & Tax Rate

Mazke this product taxable and set the tax rate

Restriction & Verification

AN

B¥ Per Diem Rates | GSA

New Product < exit to all products

Import a list of purchasers capable of buying this product

Sponsorships

Add sponsor logos or ads

Event & Tickets

- (m] x
fz @n 3 ( lo
£ Digital Banking > Q
L 4
(-]

Save Draft Next >
&
+

Edit

[mi}

If there is a certain “Product Quantity” (say only 50 shirts can be purchased), then change the # to 50 —
otherwise, the quantity is wide open.
The “Max per Customer” means — if the customer can only buy 1 then change the # to 1 — otherwise, the
max per customer will allow to purchase as many times as they want
The “Availability” will be the open to end date — it opens at midnight on the open date and closes at 11:59

on the end date
Click continue when done
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New Product

o Title, Price, & Images

Product Preview

11S]

d Independent Schoo

© Configure Options

@ O | @ rekiz x |+ - o
« C @ ) https://secure.payk12.com/pages/system/product-builder/product-builderd.htmI?id=239780 AT @ % 2
§{i Skyward Finance ¢ Skyward Student @ Tarrant County Tax.. #% Comptroller eSyste.. [J] Payki2Llogin £ QRCode Monkey-.. @) CitrixXenhpp - Log.. [BB Per Diem Rates | GSA 4. Digital Banking >

© Review & Publish

adfasdfsa
$5.00
First Name Last Name
First Na Last Name
Student Id Grade
Grade

Phone Number”

FOTKAPO00C

Cle

{ exit to all products

Save Draft

Quantity & Availability

Quantity
Product Quantity Max per Customer No Limit per Customer

"

Availability
07/24/2023 to 08/24/2023
e

Then, under taxable & tax rate (only if the item has taxes that must be assessed such as selling a t-shirt)
— otherwise, skip to the next step - Click Begin

B MO [ rayxiz x |+ - o X
<~ &) 7] () https://secure.paykl2.com/pages/system/product-builder/product-builder2 html?id=239780 A = :4"1'5 : ( b)
§§i Skyward Finance {7 Skyward Student @@ Tarrant County Tax.. #§ Comptroller eSyste.. [J] PsyKi2Llogin £ QRCode Monkey-.. @) Citrix XenApp - Log... [B Per Diem Rstes | GSA 4% Digital Banking > Q
New Product < exit to all products &
]
o itle, Price, & Images e Configure Options 9 Review & Publish Save Draft Next > &
Product Preview Product Type: this product is classified as +
Fee v
adfasdfsa
$5.00 General
First Name Last Name B I
Quantity & Availability =
<t Name ast Name I
Firsthame Last Name Set limited a limited quantity or availability
Student Id Grade
Student I Srac Promo Codes
d Independent Schoo Studentid Grads )
Wake promo codes available for this product
Phone Number”
XA KO0
oo Taxable & Tax Rate
Make this product taxable and set the tax rate
Restriction & Verification
Import a list of purchasers capable of buying this product
Sponsorships
Add sponsor logos or ads
Event & Tickets
Date. Time, Location
Set a date, time, and location for an event
[mi}
Event Passes
Set options for multi-event passes or season passes - @
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m M I rayki2 x |+ -

< C m () hitps://secure.payk12.com/pages/system/product-builder/product-builder-taxable.html?id = 239780 Ay

ks
&
&

§{i Skyward Finance ¢ Skyward Student @ Tarrant County Tax.. #% Comptroller eSyste.. [J] Payki2Llogin £ QRCode Monkey-.. @) CitrixXenhpp - Log.. [BB Per Diem Rates | GSA 4. Digital Banking

@ Title, Price, & Images © Configure Options © Review & Publish Save Draft

Product Preview

Taxable & Tax Rate

adfasdfsa
$5.00 Taxable
First Name Last Name Is thisproclucttaxable?

First Name Last Name

Tax Rate
Student Id Grade What percentage tax should be applied?
d Independent Schoo Studentd Grade 8.25 %

Phone Number’

FOTKAPO00C € Back

Clear

Checkmark “Is this product taxable?”
Make sure the tax rate is 8.25% except T Rendon ES is 6.25%

Under Accounting & Reporting
Click Begin
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New Product < exit to all products

X
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New Product

Product Preview

m M I rayki2 x
< C m () hitps://secure.payk12.com/pages/system/product-builder/product-builder2. htm?id=239780 A

§§i Skyward Finance g7 Skyward Student @@ Tarrant County Tax..

@ Title, Price, & Images © Configure Options

+

£ Comptroller Syste..,

= @ % 8

[I] Payki2 Login £ QRCode Monkey -.. @) Citrix XenApp - Log... BB Per Diem Rates | GSA 1% Digital Banking >

© Review & Publish

Product Type: this product is classified as

{ exit to all products

Save Draft Next >

New Product

Product Preview

adfasdfsa
$5.00

First Name

First Name
Student Id

d Independent Schoo Studentld
Phone Number”

XOKHHHKIOK

Click on Add more

@ Title, Price, & Images @ Configure Options

Last Name

Last Name

Grade

Grade

9 Review & Publish

Data Fields

Use the fields below to enter data for accounting and reporting purposes.

€ Back
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Save Draft

Fee
adfasdfsa
$5.00 Taxable & Tax Rate
First Name Last Name Wake this product taxable and set the tax rate
First Name Last Name
Restriction & Verification
Student Id Grade Import a list of purchasers capable of buying this product
. t c Grade
d Independent Schoo
Phone Number™ Sponsorships
Add sponsor logos or ads
FOTKAPO00C
Event & Tickets
Date, Time, Location (ST
Set a date. time, and location for an event
Event Passes
Set options for multi-event passes or season passes
Accounting & Reporting
Data Fields
Add hidden fields for accounting or reporting
[mi}
€ Back 533
@ MO | [ raykiz x  + - [m}
< C m %) https://secure.payk12.com/pages/system/product-builder/product-builder-datafields.htmI?id=239780 A iy 7= 5 @
{3 Skyward Finance {7 Skyward Student @ Tarrant County Tax.. #§ Comptroller eSyste..  [J] PayKi2Llogin 43 QRCode Monkey -.. @ Citrix Xenhpp - Log... [BH Per Diem Rates | GSA £ Digital Banking >




@ @ | [ raxi2 x |+ _ o %

~ G m 1 https;//secure.payk12.com/pages/system/product-builder/product-builder-datafields.htmI?id=239750 ATy @ % @ (b
§{i Skyward Finance ¢ Skyward Student @ Tarrant County Tax.. #% Comptroller eSyste.. [J] Payki2Llogin £ QRCode Monkey-.. @) CitrixXenhpp - Log.. [BB Per Diem Rates | GSA 4. Digital Banking > Q
New Product { exit to all products &
<]
@ Title, Price, & Images © Configure Options © Review & Publish Save Draft &
+
Product Preview
dfasdf Data Fields
adiasdisa Use the fields below to enter data for accounting and reporting purposes.
$5.00
Title Value
First Name Last Name

Bill Code Account Number - 461 R 00 5749 00 005 0 00 000
First Name Last Name
Title Value
Student Id Grade Transfer Code - 461 E 36 6499 15 005099 310

s Grade
d Independent Schoo Title Value
Phone Number’ Sales Tax Code v 461100211400 005 000 000
Y00CI0063000C
Add M

Cle

< Back

Only select the ones above and make sure the account codes look like above (spaces and then to the
campus location located) then click continue

Click “Next”

@ MO | [ rayxiz x  + - [m} X
< C m %) https://secure.payk12.com/pages/system/product-builder/product-builder2.htm!?id=239780 A9y 7= % 8 "|>
{3 Skyward Finance {7 Skyward Student @ Tarrant County Tax.. #§ Comptroller eSyste..  [J] PayKi2Llogin 43 QRCode Monkey -.. @ Citrix Xenhpp - Log... [BH Per Diem Rates | GSA £ Digital Banking > Q
New Product ¢
[+
@ Title, Price, & Images @ Configure Options © Review & Publish Save Draft ‘ Next &
Product Preview Product Type: this product is classified as +
Fee
adfasdfsa
$5.00
First Name Last Name
® some options may be required per the product type above.
First Name Last Name
Student Id Grade
Content
Student Id Grade

d Independent Schoo

Custom Fields
Phone Number Edit
Add content and custom fields to your product.

HOOKX X

General

Quantity & Availability

. ; Edit
Set limited a limited quantity or availability

Promo Codes

Make promo codes available for this product

Taxable & Tax Rate

Edit

Make this product taxable and set the tax rate

Restriction & Verification

Import a list of purchasers capable of buying this product

Sponsorships — 2
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@ @ | [ raxi2 x |+ _ o %
~ G m 1 hitps;//secure.payk12.com/pages/system/product-builder/product-builder5 html?id=239780 AT @ % @ '{|>
§{i Skyward Finance ¢ Skyward Student @ Tarrant County Tax.. #% Comptroller eSyste.. [J] Payki2Llogin £ QRCode Monkey-.. @) CitrixXenhpp - Log.. [BB Per Diem Rates | GSA 4. Digital Banking > Q
New Product { exit to all products &
<]
@ Title, Price, & Images © Configure Options © Review & Publish &
Product Preview Product Type: this product is classified as +
Fee v
adfasdfsa
$5.00
First Name Last Name
First Name Last Name N
Everything look good?
Student Id Grade Click below to publish this product to your store!
d Independent Schoo Studentd Grade
Phone Number VAL Jor  Save Draft
000000
€ Back
: 173 99 * : : : « : 2
Either “Save Draft” if you need to go back and look at something — otherwise click “Publish
@ @ | [ raxi2 x |+ _ o %
“« O m 5] https://secure.payk12.com/pages/system/product-builder/product-builders htmI?id=239780 A 0 @8 % @ '{h
§€i Skyward Finance  ¢ff Skyward Student @ Tarrant County Tax.. #% Comptroller eSyste.. [J] Payk12Llogin 4 QRCode Monkey -.. @) Citrix XenApp - Log.. [Bl Per Diem Rates |GSA 4. Digital Banking > Q
New Product < exit to all products ' &
]
@ Title, Price, & Images © Configure Options © Review & Publish &
T
Product Preview
adfasdfsa .
s5.00 v Product Published!
First Name Last Name Click here tgyiew your new product
First Name Last Name
student Id Grade nuE
Student Id Grade

d Independent Schoo
Phone Number

YOOLXOOCX00, Ready to create another product?

Clear

Click on “Copy Link” to copy the link. Then, paste the link in an email to the teacher/sponsor to put in
a flyer or send an email out to parents.

Then, click on “exit to all products”
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How to clone an item (this way vou do not have to start from scratch):

In products, click the pencil on the right hand side of the product wanting to clone
@ MO | [ rayxiz x |+

- u] X
& C A (%) https:;//secure.payk12.com/pages/system/manage-products.html A = % 3 - @
{3 Skyward Finance {7 Skyward Student @ Tarrant County Tax.. #§ Comptroller eSyste..  [J] PayKi2Llogin 43 QRCode Monkey -.. @ Citrix Xenhpp - Log... [BH Per Diem Rates | GSA £ Digital Banking > Q
= @ Hello Chelcie ~ @

Pawered oy licRetracker ©

oY

& Manage Products
+

MISD

Mansficld Independent School District

Dashboard

Refine By:

[8h Overview

% Contacts

Filtering By:
5] Orders
NAME 1. PRICE STATUS @ DEPARTMENT LAST EDITED EVENT DATE ACTIONS
1 Products
adfasdfsa $5.00 07/24/2023 n/a
& Point of Sale
NAME PRICE STATUS DEPARTMENT LAST EDITED EVENT DATE AGTIONS
£ Notifications Showing 1 to 1 of 1 entries -
) Payment Plans
£ PayK12 Store
[ Storefront
Click Duplicate
©m M | [ rai2 x |+ =] X
<~ G m 3 https;//secure.payk12.com/pages/system/manage-products.html A 9y = 3 : - /b
§{i Skyward Finance ¢ Skyward Student @ Tarrant County Tax.. #% Comptroller eSyste.. [J] Payki2Llogin £ QRCode Monkey-.. (@) CitrixXenApp - Log... [BB Per Diem Rates | GSA 4% Digital Banking > Q
= @ Hello Chelcie ~ @
Powered By ticRetracker ©
o]
‘ﬁ Manage Products
+

Mansfield Independent School District

(1) Dashboard
Refine By:

1i&h Overview

2% Contacts

Filtering By:

(] Orders

NAME t PRICE STATUS @ DEPARTMENT LAST EDITED EVENT DATE ACTIONS
(3 Products

adfasdfsa $5.00 07/24/2023 n/a
& Point of Sale Edit

NAME PRICE STATUS DEPARTMENT LAST EDITED EVENT DATE

Duplicate

L\ Notifications

Showing 1 to 1 of 1 entries

3 Payment Plans
= PayK12 Store

[ storefront
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Change the title on the below screen and then click duplicate

@ O @M ez x |+
<« C (A (%) https://secure.payk12.com/pages/system/manage-products.html APy o=

@ CitrixXenkpp - Log.. [ Per Diem Rates | GSA  £.¢ Digital Banking >

3]
[T

§€i Skyward Finance  ¢{f Skyward Student @ Tarrant County Tax.. #% Comptroller eSyste.. [J] PayKi2Llogin 43 QRCode Monkey -..

Duplicating: adfasdfsa

This duplicate will be saved as a [E5

Edit the product after duplicating to further configure it
and publish to your store.

Title®

duct name on the store.
Copy of adfasdfsa

Images

Description

Promo Codes
Custom Fields
Spnnsors

+ Duplicate

Then click on the pencil of the duplicated item and click edit

+ B o e 2o«

s D|mPEyK1Z ><|+

< G A @] https://secure.payk12.com/pages/system/manage-products.html

RIS - B

© Citrix XenApp - Log... [BB PerDiem Rates | GSA 4% Digital Banking >

= @ Hello Chelcie
Powered By icRetracker

& Manage Produ
Mansfield Independent School District | n

3 Dashboard

§7¢ Skyward Finance {7 Skyward Student @@ Tarrant County Tax.. #§ Comptroller eSyste.. [J] PayKi2Login £ QRCode Monkey -..

+ B o e 2o x

Refine By:

[8h Overview

5% Contacts

Filtering By:
(] Orders
NAME 1. PRICE STATUS @ DEPARTMENT LAST EDITED EVENT DATE ACTIONS
A Products
adfasdfsa $5.00 [ Drafe | Avaitable 7r24723-624723) ) 07/24/2023 n/a
& Point of Sale
Copy of adfasdfsa $5.00 [ braft | Avsitable r2423-824/23) 07/24/2023 n/a
L Notifications ‘ Edit :
NAME PRICE STATUS DEPARTMENT LAST EDITED EVENT DATE
Duplicate
=
[ Payment Plans Showing 1 to 2 of 2 entries
| Inactivate
£5 PayK12 Store

[ Storefront
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Go through all the screens as shown above on setting up an item from scratch and make sure the screens

are correct before publishing

m MO @ ez

Product Preview

11S]

d Independent Schoo

§fi Skyward Finance  ¢7f Skyward Student

x [+

@ configure Options

Copy of adfasdfsa
$5.00

First Name

First Name

Student Id

Student Id

Phone Number

YOI H00K

@ Tarrant County Tax...

#¥ Comptreller eSyste...

Last Name

Last Name

Grade

Grade

€ Review & Publish

< C m %) https://secure.payk12.com/pages/system/product-builder/product-builder.htmI?id=239786

Price

Multiple Price Groups

vill be set on the next screen

Fixed Pri
° -lxe rice s | 5.00

Variable Price

Customer ty

Title

Copy of adfasdfsa

Point of Sale Only
Product Description
B I u a A

product description..

94

[} Peyki2login 43 QRCode Monkey -.. @ Citrix XenApp - Log...

New Product < exit to all products

o Title, Price, & Images

Basic Info

2

A = @ % 8

BB Per Diem Rates | GSA  £,¢ Digital Banking

>

Save Draft Next >

Product Images

X

B O e« £°




= (m]

m M I rayki2 x |+
« C @ [©)  https://secure.payk12.com/pages/system/product-builder/product-buildert htmI?id=239786 A 0 @ % @
§{i Skyward Finance ¢ Skyward Student @ Tarrant County Tax.. #% Comptroller eSyste.. [J] Payki2Llogin £ QRCode Monkey-.. @) CitrixXenhpp - Log.. [BB Per Diem Rates | GSA 4. Digital Banking >

New Product < exit to all products

@ Title, Price, & Images @ Configure Options © Review & Publish Save Draft A&

Product Preview

Basic Info Product Images
Copy of adfasdfsa
$5.00
First Name Last Name Price
First Name Last Name Multiple Price Groups
Prices will be set on the next screen and some options will be set per price. Use this setting for events with multiple ticket prices.
Student Id Grade
Fixed Price
$ | 5.00
Student Id Grade ° One set base price

d Independent Schoo
Variable Price

Customer types amount

Phone Number
HOK-XHKK-000K
Title

Copy of adfasdfsa

Point of Sale Only

Product Description

iii
i
]
8

B 1 u -] A

product description..

To find a purchase from an order number

Click on orders
Notice the date range will default to the last 30 days (click on the date range if it needs to be edited)

In the search all type in the order number OR purchaser name

Click magnify glass
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m M I rayki2
< C

§§i Skyward Finance

X

(1) Dashboard
1i&h Overview
2% Contacts

[E] Orders s

[0 Products

& Point of Sale
L\ Notifications
D) Payment Plans
= PayK12 Store

[ storefront

§i¢ Skyward Student

Powesed 0y ticRetracker

x [+

@ Tarrant County Tax...

(3]  https://secure.payk12.com/pages/system/orders.html

£ Comptroller Syste..,

[] Payki2 Login

4 QRCode Monkey -...

Q© Citrix XenApp - Log...

ALy
A L

= @ % 8

¥ Per Diem Rates | GSA  §.¢ Digital Banking

Orders

MISD Search All
Mansfield Independent School District —_——

Ref]

[ £June 25, 2023 - July 24, 2023 +

| Filtering By:

ORDER #

3700709
3800340
5251820

5422093

https://secure payk12.com/pages/system/orders.html

DATE

07/06/23

07/19/23

07/21/23

07/20/23

AMOUNT

$104.25

$15.85

$52.25

$10.65

PURCHASER

Ty Coleman

mlehmacher74

thesamfam

cgarcia08s8

PAYMENT METHOD

MasterCard
sk kR kRG] ]

Tyrone Coleman
06/2026

Visa
sk kR kAR TRET
Margaret Lehmacher
08/2025

Visa

sk ek dkk kA REQR G
Kristen M Samuel
06/2026

MasterCard
sk kAR GG

Claudia Garcia-Salazar

DEPARTMENT

Fine Arts

Filter By:

CATEGORY

SEATS

@ Hello Chelcie ~

ACTIONS

+ B0 e 2o x

8

To see products setup — click the product tab on the left hand side and the below is what your screen

will look like — this is all items that have been setup (the date range of the item will also display in black):
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[ paykiz x  +

&~ C Y & securepayki2.com/pages/system/manage-products.html Q 2 7

Apps @ FrostTreasury Conn.. @ PAYK1Z-Signin @) TEAPaymentReport &% TeComptrollereSyst.. @ Tarrant County Tax.. @ Eduphoria! Login Invesco - Product D... €Y Fidelity Yield » Reading list

Pouercty ticketracher [ AT
(@ Dashboard @ Cancel Impersanation

i Overview

Manage Products
%8 Contacts

[ Orders

[ Facilities

Refine By:
{3 Products

Deparment..

& Point of Sale

(3 Payment Plans. Filtering By:
TR MAvE PrICE DEPARTMENT LasTEDITED ACTIONS
w 3rd Grade Fort Worth Zoo Tickets - Chaperone: $9.00 3rd Grade 02111/2022 n/a
3rd Grade Fort Worth Zoo Tickets - Student $14.50 3rd Grade 0211172022 n/a
s PRICE STATUS

DEPARTMENT

Showing 1 to 2 of 2 entries

To see what is live for parents to purchase click on storefront — below is a print screen example

[} school Overview % [] store Home x  + v = X

[ R a) & secure.payk12.com/school/coraspenceres/874 aQ &2 # * 0O

€ FrostTressury Conn.. @ PAYKI2-Signin @) TEAPaymentReport #¥ TeComptrollereSyst.. @ Tarrant CountyTax.. @ Eduphorial Login Invesco - Product D.. €Y Fidelity Vield  JPJ 956

oHEIIo Chelcie - @

Cora Spencer ES .
Goods view all goods

ki foj Xif
‘?gg 1'3# g,gﬁ "Q@

© 31405, Camino Lagos
Grand Praire,

@@Qﬂ'«:p@" @nggg.)

4th Grade Hawaiian Falls Field Trip - 4th Grade Skatium & Park Field Trip -
Student Student

$30 $15

I View ] I View

Shop By Department

4th Grade

Copyright © 2022 PayK12,, All Nights reserved.
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To see all orders — click on orders on the left hand side — the below is a print screen example —
click on

the pencﬁ%ht hand side and click view order — the receipt will come up (DO NOT
CLICK ONR 'ND — CONTACT CHELCIE!):

[ paykiz x 4+ v = >3
< C 1Y @ securepaykli2com/pages/system/orders.htmi a =2 v » 0 H
@ Frost Tressury Conn.. @ PAYKI2-Signin @ TEA PaymentReport £ TxComptroller eSySte @ Tarrant County Tax.. @ Eduphorial Login Invesco - Product D.. @ Fidelity Vield PG 956 »

raweree by licRetracker

(@ Dashboard

8 Overview

8¢ Contacts

H Facilities Filtering By

[ Products

& Point of Sale oroER oAt A PURCHASER RAYMENT WETHOD DEPARTMENT CATEGORY

T — 3687216 22822 1533 - Visa 3rd Grade Fee

O Payment Plans -

= PaukKiz Store 3687239 0228022 251 Visa 3rd Grade Fee

REPORTS

Once logged in, click on dashboard on the left hand side and on the right hand side is the product
registration report — click download — it will download into an excel

[ Paykiz x 4+ v - X

<« C 1Y & securepaykl2.com/pages/system/dashboard.html Q =240 » 0O H

@ FrostTressury Conn.. @) PAYKIZ-Signin @ TEA PaymentReport #§ TeComptroller eSyst.. @ Tarrant County Tex.. @ Eduphorial Login Invesco - Product D.. € Fidslity Vieldf PP 956 »
e .

@ Hello Chelcie ~

PAYKLZ -
‘ﬁ, Dashboard
D

Date Range School
Massfcll Indeperulert School Distic & 022472022 032472022 + PR
(71 Dashboard
i Overview

$48780.16 530.00
%2 Contocts Total Sales Sopward Toul
[l Orders .
Sales By Week Reports

B Products

& Point of Sale
£ Notifications
() Payment Plans
€3 PayK12 Store

[ Storefront

This date range must be the dates the proggict was for sale in order for the report to be

correct

Transaction Detail Report

Skyward Fes Report

Individual Deposit Reports

Deposit Summary Report

Reserved Seating Report

Event Amendance Report




Order summary report (helps for deposit purposes) - click on the date range to edit to the date of deposit
then click on order summary report download

= @ Hello Chelcie

Powered By lichetracker Date Range Department

¢ Dashboard = 02/01/2023 - 02/01/2023 v All Departments v

181 Overview

i $200.00 $0.00

& ord Total Sales Skyward Total
rders
Facilities
Sales By Week Repo rts

201.0

B Products 200.8 REPORT ACTIONS
200.6
200.4

£ Point of Sale

200.2 Transaction Detail Report &4 Download

200.0
[ Notifications 199.8 - _
1896 Individual Deposit Reports
199.4
3 Payment Plans 199.2
199.0 Deposit Summary Report
02/01-02/07
B2 PayK12 Store
Product Registration Report
[ Storefront
Sales By Department Reserved Seating Report
200
180
160 Event Attendance Report
140
120 ; g
100 Point of Sale Reports
a0
3§ Order Ssummary Report
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How parent Logs In to Skyard Student Fee Management to pay via PayK12:

Login to Mansfield ISD Skyward Student Mgmt Data (see below print screen), if the parent is on
a mobile device make sure to choose the “DESKTOP” verison of the app. Once logged in if the
parent is on their phone, a plus sign in the top left hand corner of your screen will need to be
clicked for a menu to appear.

SKYWARD

MANSFIELD ISD
Mansfield ISD Student Mgmt Data

o9n10 < —

Password: Parent or Student
will login here with
Signln [their own
Forgot your LDgiI1."FESS'I.-'-'GFE|?crEdentia|5

05.23.06.00.03

Login Area: |Family/Student Access w

100



Family Access
§K 1w np Student/s name will =
appear here click the

F—---—blue arrow drop down

to ch student
New Student 2
Online

Enroliment W Dear Parent/Guardian:
Mansfield ISD welcomes you and your family to a new school year! Before

You have unread messages

-your 23-24 Proof of Residency - JK STEM Academy
Tue May 16, 2023 12:00am | w

Calendar school starts in August, all students are required to provide proof of residence
(PORY).
Gradebook
All families with returning students to Mansfield Independent School District
Attendance

have 2 options.

Student Info

‘You may take your proof of residence to your student's 2023-2024
campus office; or

Schedule *+ You may email your proof of residence with your student's first & last
name and student ID number to your student’s 2023-2024 campus

F - -= - P
Management <= CLICK THIS TAB nail.org

PLEASE NOTE: Each campus has their own email address, so if you have
Graduation

S t multiple students at different campuses, you will need to send a separate POR
Squiiements to each campus’ email.

Ellmarels Satisfactory proof of residence includes:
Report Cards » Electric. Gas, or Water Bill - with May service dates or later
Skylert + Disconnection notices are not allowed
Health Info Newly Established Residency in last 30 days includes:
L « Lease Agreement
Login History

o The lease agreement may be acceptable if it is new (30 days or
less)

@ |s used when you do not have a utility bill and the lease states
bills are paid by lessor.

Family Access
SKYWARD A
Fee Management

Home
Unpaid Balance

You are higing messages | 4§ v

Email History Exit
n District Links

B3 upcoming Events Calendar

Wed Jul 19, 2023

Returning Student Online Registration
opens for 2023-24

Mansfield HS
Wed Jul 19, 2023

Returning Student Online Registration
opens for 2023-24

Rogene Worley Middle
Wed Jul 19, 2023

Returning Student Online Registration
opens for 2023-24

Erma Nash ES
Wed Jul 19, 2023

Returning Student Online Registration
opens for 2023-24

Elizabeth Smith ES
Wed Jul 19, 2023

Returning Student Online Registration
opens for 2023-24

Mary Orr Int
Wed Jul 19, 2023
Returning Student Online Registration

opens for 2023-24
STEM Academy

Email History | Exit

u District Links

E}Eﬂ%ii?m I:l-ISTEVI Academy): 0.00

Calendar I:I (STEM Academy) View Totals | Make a Payment Clicking here will
— There is no Fee Management information available for this student. gO tO PayK12 tO
AiEETE: pay via credit card

Student Info

Schedule

(4% + .25 cent
processing fee)

Graduation
Requirements

Endorsements
Report Cards
Skylert

Health Info

Login History

The below screen will come up after clicking make a payment on the above screen and the parent
will click add to cart and pay. Please note that if you are in Google you may have to go into Google
Incognito in order to pay and if you are in Microsoft Edge, you may have to double click on make

a payment quickly.
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i b i+ P

.I.\..A:an.’! . 1|:_':p

My Student Fees

7 €06 £ Beo0d it Feees Due For

Manzfigh 50

si000

10,00

o £
oy Pyt w1 Dt
20,00 £10.00

Once payment is made, a receipt will be shown in the PayK12 system for your records. PayK12
payments will show in Skyward Student paid as soon as the transaction is complete (please note
that the district does not receive the funds until around 48 hours later).
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