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LOGGING INTO SKYWARD

https://skyward.iscorp.com/SouthSanAntonioTXBusSTS/
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Enter username and
password provided

by business office.

Click Sign In.

Change your
password after 1°
log in.
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HOW TO VIEW ACCOUNT BALANCES

Sonth San Arscrs Teass - 94 o 1212010

P— % e 7o view your budget
balances click on:

1. Menu

2. Account

3. Account List

e % Dock T ew Wand

The account list
option provides a
list of all accounts

Click to viey details
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HOW TO ENTER A BUDGET AMENDMENT

South San Aetoric Teew - i1 of AZ12914

To enter a budget
amendment click:
1. Menu
2. Budgeting
3. Budget
Amendment

Click on Add Budget
Amendment.

Click on Budget
Amendment Group
drop down menu.

Select your budget
] amendment group.

supgeT

LT R

= Batch number is the

date you enter
st L budget amendment.
mmwxl,,m | Example: 040218

| = — Format: mmddyy

Bowssdioos Boe &l

BUDGET AMENDMINT DETAILS

“Budget Amendment Grosp | MAMETRIG e | BRMETRONG TLEMINTASY

Enter budget
amendment
description.
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SETWARD -

= *] i BUDGETING : BUDGET AMENDMENT ST 77

Rt Asercimerd Lt
BUDGET AMENDMENT
: B> Vv Shepward Dt W Fiter: UnsubmettedWasting for Agpe i Dudget amendment  More '
+* o o +] o o o o
Type
e

Enter account
number or select
drop down menu.
Account sequence
has an E after fund
number for expense
accounts.

Example:

199 E 11 6399 XX

Click on Select
Account.

Click on Save & Add
Another to continue
adding items or
Save.

Click on (>
to view budget
amendment details.
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SOUTH SAN ANTON 152, TX
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W | W SUDGETING: BUDGET AMENOMENT DETAILS

ket Amerghoen Lol ' Budket Arrmecbrent Detsés
ARMSTRNG - ARMSTRONG £ | | 84012018 || TO BUY SUPPLIES U - Urnsubemitiod

€4 BUDGET AMENDMENT DETAILS

| erera 0 macrmenns () ) Crte Bkt Aemerciment < Sibema
Buget Anieent Detsd
“Budget Amendment Group  ARMSTRNG ~ ARMSTROMNG ELEVENTARY
Fund Totak
e “Fiscal Yaar | 20073018

“Batch | 4010E

“Budget Amendment Description | 10 BV SUBSULS

Use side menu to
navigate budget
amendment details
and approvals.

Click on General
menu to submit
amendment.




South e Arore Teus - a8 of 1237018

If amendment has
not been submitted,
you can continue
adding details by
clicking on Add
Budget Amendment
Detail.

f SOUTH SAN ANTONIO 15D, TX
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E W | W BUDGETING : BUDGET AMENDMENT DETAILS
Bucipel &menciment (st  Budget Amencment Detads

Budget Amencment Group Batc Budget Amendment st
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S8 | Semch Deplay Croes T3 G veew Syt Dottt Pl S Dol
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‘South San Arvonio Tess - 21 of 3242018

o e T ST W e Click on ™= icon to
i"""iw'l'i 3 o e i SREESNSNEIEE  either delete, clone
or submit your
budget amendment.

Sonth San Antonio Tean - of 1212018

After you submit
your budget
amendment, the
status will display
AW- Awaiting
Approval.

O @ virse Sy Dnticir W Filter: Unsbrrittiinting fos Agprnal © s Bucget Aumencment Moie




HOW TO APPROVE A BUDGET AMENDMENT

To approve a
budget amendment
click:
1. Menu
2. Budgeting
3. My Budget
Amendment
Approvals

o L ik Wi&d Click on
* & WORKFLOW: MY SUDGET AMENDMENT APPROVALS 77 meports [ Pont Screen. [ € s s Dok Foew W

Tew [ Gl view Skiand Det W Fiter Ansiged [ . .
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[ew-;\mw 0mowme Ao nANTAGHEA ORISR oo a1 397208 A< Watng for kg W- Wating J to view the bu dgEt

amendment details.

Click on either
Approve, Deny or
Cancel.




HOW TO ENTER A PURCHASE ORDER

!f SOUTH SAM ANTOMIO 1D, TX -

To enter a
purchase order
click:
1. Menu
2. Purchasing
3. My Purchase
Order

South San Aetcrss Teo - o of 12372018

Click on Add
Purchase Order.

B view: epvard Ootact T Bt s i Order Micrs
+ o a a o o o o o o -]
Purchase Order Purchase Order  Aftachments. Vendor St Deseription Amount Batch Fiscal Year Atismsion Purchasing  Ship Dute
Number Request Number Group Code

South San &ntonio Tesas - a3.of 23,2010

Purchasing Group

~ To select Vendor,
-~ Start typing vendor

Mo recod Shop Online. /
i = name. A vendor
B view Sioyward Detaust W Filter: Soyward Detaust More ™ H H
e list will appear.
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e T oseet 5 ABBOTT, REVAN S0 PUBBLE DAWH SAN ANTORSC, TX TR21Z ooy
oy 5 8 aomencocm 7357980 AV CRYMOYA W 38 - p— Cli Ck on Select
Qieea & URLISHING COMPANY PO Bax M S5435 0z A1-1EROG
Artetion T @ et ABUNIIS, DAVID M 631 EMMETT AVE S8H ANTOMIO, T 78221 ooaTs Once you Id entlfy
Commedity Ut (& ACCILERATE LEARMING INC. PO Do TRI464 DALLAS, Tt TEOT)- 2484 w0 5401570
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Qe & ACCO BRANDS CORPORATI. PO Bow 203412 DALLAS, TX 75320-3412 00941 6-2T0NT
Contract

PURCHASE GROER DETAIL

S0 | Vot Recoed




Senth S Arerss Tean - 34 o L210018

: : s Wi
e Boennsdons o G cinel
MyBisthed  “Purhasing Geoup | 110 w | AEMSTRONG ELIMINTARY
PURCHAS]
“Fncal Yese | 2017-2018
Soarth were
Shop Oling
Ship Dute
endor | [DUCATING DIVIRSE LARNIRS | 361 HUNTERS CIRCLE SAN ANTCRIC) TX TRI0
MNe recod
“Description | ENTER C0- HASING ] ]
Blanket [
“Bach | 2160am
"ShipTo | ARMSTRONG ELEMENTARY |~ 7111 APPLE VALLEY SAN ANTONID, TH 75042
Atsension To | TUANITA OLVTRA ALFASS
Commodity
DutDute | S4mIOE Sy | T
Contract
g Ship Oute | 040120 Suntey | T
FURCHASE ORDER DETAIL FURCHASE ORDER, ACCOUNTING A

Description: Enter
Co-op information,
board approved
date if item
required board
approval and any
other information
Purchasing
department
requires.

/ SOUTH SAN ANTOMIO 1SD, TX
'
i

‘South San Astono Texs - 35 of 3232018

* | W PURCHASING : PURCHASE ORDER DETAILS

My Puachgss Qeclers 3 Purchase rder Detads

Parthasng GIoup P
110 - ARMSTRONG ELEMENT.. | 10

&
Generad
] Purchase Ordar Reguest Number
Purchase Crder Detasy
AP Someany Purchase Order Number
Recstngs Vomddor
Approvats
Commadity
rvoEs
Dus Dute
Contract
“Description
Blarket
“Bach
Amourt
Attension To
“SHpTo

cer || vendor statn
AW g for Appe

ENTER CO-OF USED; BOARD.., || 000 |

TN TR

012018 Suncay

T APPLE VALLEY SAM ANTONIO, T 78242

Click on
Attachments to
add required
information such
as board agendas
or travel forms.

SOUTH SAN ANTOMNSO 15D, TX

South San Antone Tecn - a8 of 32172018

Click on Add
Attachment.




South San Arsors Teon - 1 o 3702018

Click on Choose
Bomassicne e Qo File.
o ZK’..M

“Attachment Type | Defaut v A
Iamru

surcruna of Comment

South Lin heton Teaw - i of W10

Click on Save or

T WA= save & Add
o ﬁ{"‘&\ Another to add

framts )

|mu [ Travel Form.xisx (13K Completed | Defete fide more files-
FESREE artachment Type | TENND Detait d

tocmome S
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W MY puRCHASE onDERs 7
options.
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Duse Date

‘Ship Date

RDLCATING DIVIRSE LARNERS

| BETE MUNTERS CIRCLE SAN ANTOMO, TX 7820

S0t S Ariorso Teuss - 3.0 LZL2018

ENTER, CO-

“Batch | 20160401

o | ARMSTRONG ELEMENTARY

o | JUANITA DUVTRA ALFARD

S4/T172018 Sundley

Contract

O4/03/2018 Sunday

w71V APPLE VALLEY SAN ANTOMIO, T 75242

FURCHASE ORDER DETAIL

PURCHASE ORDER ACCOUNTING

After Purchase
Order information
has been entered
Click on Save &
Add Detail to enter
the items.

Tiwag Lo
[

St San Anionio Tess - a5 of 52472018

Enter item
description,
guantity, unit of
measure, and unit
cost.

Purchase Order Total (5} 002

Genersl | Purchase Onder Detall Type | &4 - Masscharndie -
Pt

Acoount S ey

el B Voewe Shoyward Dttt W Filter- Skopward Detautt
hoproun

O Acoount

St Lan Antonio Teon - i ol 1217018

Ayilalie Funds Account Description

......

| @ o esang vonom

@ setect
@ et
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1 Qs

19901 61900 1100 11 000
RLTR TR E T
1R AR B M0
199E 11 633900 110025 000
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000 TESTING MATERALS
000 TESTING MATERALS
000 TESTING MATERALS
A% TESTING MATERALS

001 TESTING MATERSALS

o0z wom| g

When entering
account number
add the letter E
after the fund
number. For
example:

199 E 11 6339 XX

Click on Select
once you identify
the account to be
used.
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South San Anfonio Texd - i of K21/2018

To add another
item, click on Save
& Add Another.

Click on Save &
Submit to submit
Purchase Order for
approval.

Click on Save to
save your work and
continue later.

SOUTH SAN ANTONIO 15D, TX
SKTWARY 2vvzmw

E * | # WY puRCHASE oRDERS {7
My Pirchane Ceders

‘South San Antono Teas - a5 of 3,73/2018

To view Purchase
Order details click

on @,

To delete a PO that
has not been
submitted for
approval click on =
and choose delete
option.

‘SOUTH AN ANTONIO S0, T

Maaan oo

South §an Antorio T - 41 of 4212018

CIACLE SAN ANTONSD, TX TB230

“Batch 20080401

Amoues Q4

Atertion To  JLANITA DLVIRA ALFARD

*ShipTo 7

ANTOND, T 78282

[ pren——

The @ opens the
PO side menu
options to view PO
details.
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S0t 5an Antonio Texn - 5 of 1232018

SOUTH SAN ANTOMSO 15D, TX

£ e indow

¢ Puschaut Decdery » Purchase Order Details

AW - Waiting for Approwad | ENTER (0 OP USED: BOARD..

110 - ARMSTRONG ELEMENT. 1w

G0 WAITING FOR APPROVAL

Gereral Ol @ view Sy Detautt WP Féter: Spnean Detactt e
urche Ceder D #i T o
hercunt Summary e e -

g 5~ Augned To | Leve) 1 - ARMSTRONG ELEM PRINCPAL |

approvaly

V- AvalableTo  Levells] 30 - EXECUTIVE DNRECTOR INSTRUCTICN

el

W - dvlable To LeveiTe) 11 - DXECUTIVE DNRECTOR BLIINESS CANEING, LUDOANA

Ve dvslably Ta  Lewelis] 17 - CHIET FINARCIAL FFICTR, ZAMORA, BIAN CARLS
V- dvalable o Level(s) 13 - PURCHASING CLERK. FRENCH, JEANETTE WILEY
Vo dvalabla To Levwils] 54 - DIRICTOR PURCHASING GONZALLT, PEGGY LI

Ve Avalable Ta  Livells] 3 - ACCOUNTANT PICHRAL SROGRANE MACDONALD, AR

V- Avalsble To  Levelis] 3 - ACCOUNTANT HEADSTART RODRIGUEZ MILIETA
V- Availabla T Levellx) 4 - DIRECTOR TECHNOLOGY LALEMAN, SCOTT RBCHARD

Vo auslable T L) § - DIRECTOR PIDERAL PROGRAMS ABINDE, BAI0 M
S0 | Totl Recerds

APPROVAL HISTORY 2

Side menu options
allows user to view
the PO approvals.
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HOW TO APPROVE A PURCHASE ORDER

To approve a
purchase order
click:
1. Menu
2. Purchasing
3. My Purchase
Order
Approvals

Click on
Approve/Deny.

Vendor EDUCA IROLE NTOMIO, T 78230

Review PO and
Click on Approve,
Deny or Cancel to
take no action.

13



	SOUTH SAN ANTONIO ISD
	LOGGING INTO SKYWARD
	HOW TO VIEW ACCOUNT BALANCES
	HOW TO ENTER A BUDGET AMENDMENT
	HOW TO APPROVE A BUDGET AMENDMENT
	HOW TO ENTER A PURCHASE ORDER
	HOW TO APPROVE A PURCHASE ORDER

