
IF PO IS IN ‘HISTORY’ & YOU 

HAVE NOT PAID FROM IT LET 

ME KNOW SO THAT I CAN    

REOPEN IT & CHANGE IT BACK 

TO ‘OPEN’ STATUS. 

REMINDER TO ENTER/TYPE 

THE POs & INVOICES IN ALL 

CAPS. 



PLEASE LOOK OVER ALL OF YOUR POs 

CHECK ON YOUR UNSUBMITTED / WAITING FOR APPROVAL POs… 

THERE ARE OVER 55 ENTRIES...REMEMBER TO SUBMIT THEM OR SEE WHERE THEY 

ARE SITTING IN THE APPROVAL PROCESS SO THEY CAN BE PAID ON TIME. 

IF THERE ARE ANY OPEN POs THAT SHOULD BE CLOSED, LET ME KNOW SO I CAN PUT 

THEM INTO HISTORY & THE MONEY RETURNED TO THE BUDGET CODE. 



AMOUNT—THE AMOUNT THAT WAS REQUESTED 

AMOUNT PAID—WHAT HAS BEEN ENTERED TO PAY THE VENDOR ON THE PO 

1. TO ADD A COLUMN CLICK ANY GEAR AT THE TOP 

2. CLICK ON INSERT COLUMN & TYPE IN THE EMPTY FIELD (EX. AMOUNT PAID), THEN CLICK ON THE MAGNIFYING GLASS 

3. NEW WINDOW WILL POP UP DOUBLE CLICK ON THE SUBJECT YOU WANT TO APPEAR ON YOUR SCREEN. 

 *THIS WILL ALSO WORK IN YOUR INVOICE LIST TO SEE CHECK NUMBERS TO VERIFY AN INVOICE HAS BEEN PAID. 

 **REMEMBER TO SAVE THIS IN YOUR VIEW AS THIS WILL DISAPPER OR RESET TO DEFAULT WHEN YOU CHANGE SCREENS OR LOGOUT 



1. TO KEEP YOUR CURRENT COLUMNS ON YOUR SCREEN CLICK ON THE EYEBALL 

2. GIVE IT A NAME (EX. MINE), CLICK ON SAVE CHANGES 

3. WHEN EVER  IT DEFUALTS BACK, SELECT THE EYEBALL AGAIN & AT THE BOTTOM 

OF THE WINDOW WILL BE YOUR SAVED VIEW 



VERY IMPORTANT!!! 

YOU MUST RECEIVE YOUR ITEMS BEFORE SUBMITING AS INVOICE. 

IF YOU ADD AN INVOICE BEFORE YOU RECEIVE, THE MONEY WILL BE TAKEN OUT OF 

THE BUDGET CODE INSTEAD OF THE PO AMOUNT YOU ENCUMBERED. 



ENTER THE NAME OF THE VENDOR YOU PAID—THIS ONLY 

APPLIES WHEN YOU ARE PAYING BY CREDIT CARD 

WHEN PAYING BY CREDIT CARD ATTACH THE CONFIRMATION RECEIPT PAPERWORK... 

NOT JUST THE INVOICE 

ADJUST THE DESCRIPTION BOX FROM 1 TO 2 WORDS— 

 17 CHARACTERS—SPACES ARE ALSO CONSIDERED AS A 

 CHARACTER 

 THIS SECTION IS PRINTED ON THE CHECKS 

  EX. DECRIPTION OF WHAT WAS PURCHASED 

   TISSUES, OFC SUPPLIES, SPEECH SVCS, ETC. 

  EX. ENTERING A CREDIT MEMO—REF INV# 

  EX. ATTN: JOHN DOE 

 ‘PAY IN FULL’ IS NO LONGER NEEDED IN THIS FIELD 



INV 90692753 

SKYWARD CAN RECOGNIZE IF AN 

INVOICE HAS BEEN ENTERED  

BEFORE. DO NOT ENTER ANY-

THING ELSE OTHER THAN WHAT 

IS ON THE INVOICE OR WE 

COULD END UP DOUBLE PAYING 

THE VENDOR.  

 

ONE CARD, WALMART, &  

SOMETIMES HEB WILL SAY THIS 

INVOICE HAS ALREADY BEEN 

USED, JUST HIT SAVE AGAIN TO 

PUSH IT THROUGH. 



CHALLENGE QUESTION: 

 

DOES ANYONE SEE AN ISSUE WITH THIS? 

 

HOW CAN WE REMEDY THIS IN THE FUTURE? 



IF YOU HAVE 2 DIFFERENT INVOICES FOR THE SAME PO YOU CAN ONLY SELECT THE ITEMS / 

AMOUNTS ON THE INVOICE TO MATCH THE ‘SELECTED ENTRY TOTAL’ AMOUNT.   

ONCE YOU HAVE DETERMINED YOU ARE DONE WITH THE PO CLICK ON THE ‘PURCHASE OR-

DER LIQUIDATION STATUS’ DROP DOWN MENU & SELECT ‘CLOSED, NO LONGER RECEIVING’. 



I LOOK AT THE ATTACHMENT & COMPARE IT TO WHAT IS ENTERED: INV #, INV AMOUNT, & INV DATE 

REMINDER 17 CHARACTERS — SPACES ARE ALSO 

CONSIDERED AS A CHARACTER 

1 RECEIPT PER SKYWARD ENTRY  

 - ONLY NEEDING THE INVOICE/RECEIPTS & ANY OTHER PAPERWORK I.E. PACKING 

 SLIPS…  

 - COPY OF THE PO & QUOTES ARE NOT NEEDED  

WHEN ADDING ATTACHMENTS  VERIFY WHAT YOU SCAN— NO BLANK PAGES AS THAT WILL 

USE UP OUR STORAGE CAPACITY WITH SKYWARD. 



IF YOU NEED TO KNOW THE REASON FOR AN 

INVOICE BEING RETURNED (A.K.A. DENIED), IT 

IS LOCATED AT THE END OF THE EMAIL SENT TO 

YOU OR SEARCH FOR THE PO# IN YOU INVOICE 

LIST, CLICK ON ‘APPROVALS’ & AT THE BOTTOM 

OF THE SCREEN LOOK IN THE COMMENTS  

COLUMN FOR THE REASON. 



PLEASE ENTER EACH TRANSACTION SEPERATELY. IF YOU COMBINE AMOUNTS 

TOGETHER IN SKYWARD IT IS DIFFICULT TO FIND ON THE STATEMENT. 

11,062.07 



IF AT ALL POSSIBLE 

PLEASE SCAN ACCORDING TO THE DIRECTION 

OF THE TEXT 


