Building the Workfile

Budget Entries in Skyward

ESCAMBIA CO. SCHOOL DISTRICT - PRODUCTION Melisza Weekley Account Preferences Exit 7
y : I
SKYWARD .
1. Click on the Account :
Home. M Account || Fixed Inventory | SBAA Custom | Federal/State Administration:| Q
' Management ! Management Tab. || Assets | ‘ ‘ Reports | Reporting ‘
Q o Financial Management Setup ue
ancount Management Setup J * Budget Management Setup L F Project/Grant Management J
Budget Entry L
* Account Master Setup Addt Budget L I
Account Profile L » Reguisitions I
ih“‘ °ft’”‘s°°°””‘9 — E »Re 2. Click the Budget setup :
ccount Summary Templates { :
»
Operating Statement Accounts 0 M T Entry link. e )
Balance Sheet Accounts 1]
- S { P General Inputs Setup 1
» Account Management Reporti... 1
Check Estimator L | B |
Unsubmitted L
Victoria Perkins ~ Account | Preferences | Exit = 7

HUTI

Accounts
Payable

Account

Management Vendors \ Purchasing \

Home |v

4} ~ Budget Entry %

Accounts
Receivable | Assets

f ESCAMBIA CO. SCHOOL DISTRICT - PRODUCTION

Fixed Federal/State

Reporting

Custom

‘ Inventory \ Reports

‘ Adminisration | Q,

Views: General v | Filters: Budgets I Have Access To

3. The Filters option should be set to

Fiscal Year" &

Budget Process Description Budget Type
¥ 4001-LOCAL PROJECTS 2026-2027  LVLDIR/TI
¥ 4001-SUPERINTENDENT 2026-2027  LVLDIR/T
¥ 440-SCHOOL BOARD 2026-2027  LVLDIR/TI
) %—SCHGOL BOARD ATTORNEY 2026-2027  LVLDIR/TT

- Budgets | Have Access To.

4. Select the applicable department cost center to
highlight the budget process. (Created by should be

PERKIVIC000).
¥ 4101-OPERATIONS VZUZG - 2027 rLVL DIR/TL
¥ 4103-COMMUNICATIONS 2026-2027  LVLDIR/TI
¥ 4104-CUSTODIAL SERVICES 2026-2027  LVLDIR/TI
¥ 4104-LOCAL PROJECTS 2026-2027 VL DIR/TI
¥ 4105-L0CAL PROJECTS 2026-2027  LVLDIR/TI
P 4105-MAINTENANCE 2026-2027  LVLDIR/TI

1 B i iyravortesw ] New Window lﬁ!MyPrimQuem

L RATE- N

| Last Fdited Time | Maximum Budget Amount Process D | ﬂ
L TPERRIVICUUU T——r T TPERRIVICUUU I CTR LT PA T ] 11:22 AM O.DUI 1747 | Delete
PERKIVICO0D v 12:00 AM 0.00 1,749 m
PERKI000 v 12:00 AM 0.00 1,751 o
PERK#DUU v 12:00 AM 0.00 1,753 il
12:00 AM 0.00 1,755 e
" | 5.Click the Clone button. |
12:00 AM 0.00 1761
- S 12:00 AM 0.00 1,763 De'{;'mes
PERKIVICO0D v 12:00 AM 0.00 1,765 —_—
PERKIVICO00 v 12:00 AM 0.00 1,767 View
PERKIVICO00 v 12:00 AM 0.00 1,769 | Workfle
PERKIVICO00 v 12:00 AM 0.00 1771
PERKIVICDOD v 12:00 AM 0.00 1773
PERKIVICO0D v 12:00 AM 0.00 1,775
| omaomnn ———sow wosn wooo—v|| uow w |
P 4109-FACILITIES PLANNING 206-2027 VL DIR/TI PERKIVICO0D v 12:00 AM 0.00 1779
¥ 4109-L0CAL PROJECTS 2006-2027 VL DIRITE PERKIVICOOD v S PERKIVICO0D 05/16/2025 11:40 AM 0.00 1,781
¥ 4110-SURPLUS INVENTORY 2026-2027  LDIR/TL PERKIVICO00 v 12:00 AM 0.00 1,763
} 4124 ENERGY MANAGEMENT 2026-2027 VL DIR/TE PERKIVICOOD v 12:00 AM 0.00 1,785
¥ 4125-0CAL PROJECTS 2026-2027 WL DIRITE PERKIVICO00 v 12:00 AM 0.00 1,787
¥ 4125-PROTECTION SERVICES 2026-2027  LVLDIR/T PERKIVICO0D v 12:00 AM 0.00 1,789
¥ 4201-FINANCE & BUSINESS SVCS 2026-2027  WLDIR/TI PERKIVICO00 v 12:00 AM 0.00 1,791
» 4201-LOCAL PROJECTS 2006-2007 VL DIR/TT PERKIVICOOD v 12:00 AM 0.00 1,79
¥ 4202-AUDITING 2006-2027 VL DIRITE PERKIVICO0D v 12:00 AM 0.00 1,795
» 4203-BUDGETING 2026-2027  VLDIR/TT PERKIVICO0D PERKIVICO00 05/16/2025 11:45 AM 0.00 1,797

X
208

o nnrr

| 66 records displayed
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4 . Budget Entry

Process Information Process Information

Parameters * Description: [4203-BUDGETING | ‘ Create ‘

Breaks * Budget Year to Process: (2026-2027: July 1, 2026 - June 30, 2027 v . Clone |

Account Ranges Do not allow access to other users (No Access) |. ck |
\_J Allow other users to view this budget (Read Only)

Field Selection e e e e :.:: A::ow OEEF users to v?ewfmog?fy this budge;_ - (Modify) y 6. Click the
T ——_—— ) Allow ather users to view,/maodify/generate this budget (Generate/Madify) Create Clone
users” is marked. button.

Restrict Budget Entry Users and Accounts E]
Budget Entry User Selection @B & A
Name Key & | Last Name IFirsl IMiddIe IAcc.nunt Groups | Delete
There are no records to display; check your filter settings.

Process Inforn /e - ormation

Parameters * Description: |4203-BUDGETING | ‘ Create ‘

Breaks * Budget Year to Process: |2026-2027: July 1, 2626 - June 38, 2027 v, Clone

| Back |
Account Ranges @Do not allow access to other_ users (No Access) . )
\_J Allow other users to view this budget (Read Only)
Field Selection () Allow other users to view/modify this budget (Modify)

() Allow other users to view/m odify/generate this budget (Generate/Modify)

Restrict Budget Entry Users and Accounts E]

Budget Entry User Selection 7 9 & Add

‘ Name Key & ‘ Last Name ‘Firsl | Middle Account Groups || Delete
There are no records to display; check your filter settings.
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" ESCAMBIA CO. SCHOOL DISTRICT - PRODUCTION Victeria Perkins. Account Preferences Exit ?
SkTwanry

Account - Accounts | Accounts Fixed Custom | Federal/State s ~
Home |v Management Vendors | Purchasing | Payable | Recewable | Assets ‘ Inventory| Reports | Repomn_g ‘ Administration |L«
- = Budget Entry s o [ @l iyFavorites¥ ] New Window 53 My Print Queue
Views: |General v | Filters: |Budgets Created by Me Qﬁ 8' Change the Fllters Optlon to Y [ = (i} Add
Budget Process Description® & Fiscal Year* | Budget Type | BUdgets created by Me' l Sts | Last Edited By | Last Edited Date = Sl -
[ » s203-BubGETING (20262027 VL DIR/TL e JPRRRVICIOD e P ] [PERKIVICooD | e5/16/2025 | JEGEER
i Clone ’
9. Click the Individual T
udget
Budget Entry button. BT
Mass
Change
Import
Detail Lines
View
. Workfile "
Budgetary Entry Processing WM S
Budgetary Entry for 4203-BUDGETING ~ Back

Processing Messages

There currently are no existing temporary workfile records for this Budget Process record. Running the process
will create them. After creating the temporary workfile records you will be able to review, update and, if you
choose, submit the new budgetary values.

Build New Workfile <== 10. Click the Build New Workfile button.

Processing Parameters

Target Budget Type: [LVL DIR/TI Budget Entry Format: [whole Dollars
Fiscal Year: [2026-2027 |

Budgetary Entry Processing W T =
Budgetary Entry for 4203-BUDGETING Skyward will begin building the | Back
workfile. It is normal for this
Processing Messages process to take a few minutes.

Process Title: |Budgetary Entry Processing
Process Description: 'Creating View...
Current Key:

Processing Parameters

Target Budget Type: |LVL DIR/TI [ Budget Entry Format: |Whale Dollars
Fiscal Year: |2026-2027
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Budget Entry

After the workfile has been created, the budget entry screen will be displayed. All of the accounts that
the school/department has access to enter budget for will be available. There are two options for
entering budget into Skyward.

Option 1: A general dollar amount can be entered into the 2026-2027 LVL DIR/TI column.

Budgetary Entries I
Processing Parameters

Budget Process Description: [4203-BUDGETING Budget Type: [LyL DIR/TI Fiscal Year: [2026-2027

Budgeted Amount For Selected Accounts

Total 2026-2027 LVL DIR/TI: | 0.00/ ( Submit Budgetary Entries

*Individual Accounts with Detail Budget Lines attached are disabled from being modified at the account level.
**Account data as of 03/23/26. Refresh Account Details

Views: |General « | Filters: [Vicki's Filter w | Y u =) .IJQ, Save &
Account Number | 2026-2027 | 2025-2026 | | | | | Later
|_Fund T Func Obj Fac Proj Subpr Prog 4 . LVL DIRITI. Original Budget Submitted _ Fund 1A | Type .

P 1118E7580 0310 4203 01000 Q0600 DOOES I—Gl_m_ 1110 -_I h:s;f:lw

} 1116E7500 8360 4203 01000 GEG00 GAGEO 0 Enter the budget amount E
P 1118E7000 0373 4203 01000 00200 0G0 [ u|<— into the account. E
P 1118E7500 0391 4203 01000 9800 GG [ 0 &
P 1118E7500 0510 4203 01000 Q200 GRG0 [ 0 1,100.00 1110 I E
P 1118E7900 @510 4203 01000 9800 0POAO [ 0 200.00 1110 E
P 1118E7500 0510 4203 01000 G200 0G0 | o 3,400.00 1110 E
P 1118E7500 0642 4203 01000 9800 60O [ 0 0.00 1110 E

Option 2: Detailed budget amounts can be entered for specific items that comprise the overall budget
amount being requested for that account.

Budgetary Entries [Cl

i\
]

Processing Parameters

Budget Process Description: [4203-BUDGETING ] Budget Type: LvL DIR/TI ] Fiscal Year: [2026-2027 J

Budgeted Amount For Selected Accounts

Total 2026-2027 LVL DIR/TI: | 0.00| | Submit Budgetary Entries

*Individual Accounts with Detzail Budget Lines attached are disabled from being modified at the account level.
**account data as of 03/23/26. Refresh Account Details

Views: [General v | Filters: [Vicki's Filter v | Y [ &) ..Ir'L_J‘ | savea |

= : = _— = = _| Continue

Account Number 2026-2027 | 2025-2026 | | | | Later
Fund T Func Obj Fac Proj SubprProg = | LVL DIR/TI | Original Budget | Submitted | Fund 1A~ |Type 1

P 1110E7500 0316 4203 01000 9000l 00000 [ [ 0.00 1110 E | '“}i’:crz':fl"" |
» 111eE75d . [ 1] 0.00 1110 E REE—
» 11100004 |- Click the arrow buttons to | 2l g 140 =

> 1115007 expand the line information. | 0| 0.00 1110 E

- 70 E

nd All  Collapse All View Printable Details

2. Click the Add/Edit
Detail Budget Items link.

Detail Budget Items Add / Edit Detail Budget lte

Mo Budget Details available for this account and fiscal year
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Detail Budget Items W

)

Budget Account Information

Account Number: |1110E7500 0510 4203 01000 00000 0000
Budget Type: LVL DIR/TI |
Fiscal Year: |2026-2027 |

Total Amount: |0.00 |

= = ; 3. Click the
Views: [General v | Filters: (*skyward Default v | Y ¥ &g [ A e id button

| Line Mbr & | Des[:ﬂpﬂgn | .AITIOLII"I‘I| | Edit

There are no records to display; check your filfer settings. Delete

__Back |

Detail Maintenance MmO S ?

Detail Budget Item Maintenance T

: | Back |

Line Number: | 1 1 —
* Description: | Description of Budgeted Item| |

4. Enter the budget item
description and the amount.
Then, click the Save button.

A

Maximum characters: 256, Remaining characters: 228

* Amount: | 500,

Asterisk (*) denotes a required field
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Detail Budget ltems - T &S 7

Budget Account Information

Account Number: [1110E7500 0510 4203 01000 00000 0000!
Budget Type: [LVL DIR/TI
Fiscal Year: [2026-2027
Total Amount: [1,300.00

Views: |General ~ | Filters: |*skyward Default ~ w |_l;_!._4 E._} LE;L_., | Add
Line Mbr & f[Zh.ﬂ;ﬁt:riptillzin Amount :__ | 2ol
1 Description of budgeted item 500 | Delete |
2 2nd budgeted item 200
Clone
3  3rd budgeted item 300

| 4/ath budgeted item 300 |

| MoveUp |

5. Add as many detail description lines as needed. Moxs Dawn,
Click the Back button when all of the description —

) Back
lines have been entered.

Note: A combination of general and detail budget entry can be used in the workfile.

Once the budget amounts have
been entered, click the Submit

Processing Parameters Budgetary Entries button.
Budget Process Description: |4203-BUDGETING Budget Type: ;_L_VL DIR/TI i Fisi —cro=or

Budgetary Entries

Budgeted Amount For Selected Accounts

Total 2026-2027 LVL DIR/TL: | 5,675.00 [ Submit Budgetary Entries

*Individual Accounts with Detail Budget Lines attached are disabled from being modified at the account level.

®=*paccount data as of 03/23/26. Refresh Account Details CHANGES HAVE NOT BEEN SUBMITTED
Views: [General v | Filters: [vicki's Filter ~ | Y i = JJ_*' | savea
= — = —— = | Eontinue
| Account Mumber 2026-2027 | 2025-2026 | | [ ! Later
Fund T Func Obj Fac Proj SubprProg < | LWL DIR/TI Original Budget | Submitted Fund 1A* | Type g ———
P 1118E7568 ©318 4263 91000 9EE6S G000 [ of 0.00 1110 E | ":s;t’:l""
P 1118E7506 8369 4203 01008 GGG 0008 [ ol 0.00 1110 E _—
P 1118E79@8 82732 4283 81908 BBS88 G088 I 450' 450.00 1110 E
P 1118E7586 ©391 4263 61000 90000 GOOOO | Dl 0.00 1110 E
P 1118E7588 8519 42832 01998 BBEBE 60088 | 1,300' 1,100.00 1110 E ¥
P 1118E790@ 6519 4203 01000 ©CE8e 60088 I ZDD| 200.00 1110 E
P 1118E7588 8510 42832 91868 B8SB8 5088 I 34DD| 3,400.00 1110 E
P 1118E758@ 6642 4283 01000 88288 00080 | Dl 0.00 1110 E
P 1118E7588 B644 4283 G188 BEEBE B8R | Ul 0.00 1110 E
P 1118E7580 0642 4283 01000 8288 00080 | Dl 0.00 1110 E;
P 1118E7586 8640 4283 810808 98288 66088 | Dl 0.00 1110 E
P 1118E7580 8692 4283 81088 £O288 00008 | Dl 0.00 1110 E
P 1118E7586 8731 4283 61808 80288 66888 I lSDl 150.00 1110 E
P 1118E7738 8732 4283 91022 90288 00088 I 175| 175.00 1110 E
[+ 11057730 0210 4205 01100 0000 boece || ool o | e ]
[see  ~ | 18 records displayed Account: [7]
Break Totals | Enter
I 2026-2027 | 2025 - 2026 | Different
Account Number LVL DIR/TI | Original Budget Account
Y ———————— ' 567500 547500 Breaks |
View Break

| Total Details |
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Budgetary Entry for 4203-BUDGETING

Processing Messages

Starting the Run Update Process

Processing. . . .

Processing Status

Process Title: |Budgetary Entry Processing

Process Description: |Updating Records...
Current Key:

Budgetary Entry for 4203-BUDGETING

Process Options

View Report

Update Complete - Press to Close <

Revised 3/23/26
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Back

i |

Skyward will begin processing
the workfile. It is normal for this
process to take a few minutes.

TE

At the end of budget entry process, there will be
an option to view/print a report with budget
amounts that were input into Skyward.

Once you are ready to close the screen, please
use the Update Complete-Press to Close
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