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Finding Resources 
The District Website has multiple resources at your fingertips! From the 
homepage, you can find helpful information from various departments.  

 

Budgeting Page 
To find budgeting information, click “Departments” then select “Budgeting.” 
Likewise, if you want information about procurement, you would select 
“Procurement and Business Services” and so on. 
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On the Budgeting page, there are several resources listed by description.  

 

 

http://www.fldoe.org/
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Skyward Data Mining 
 

Skyward has multiple functions. This tutorial will focus on Data Mining. From the 
“Home” page, you can select “Financial Management” when clicking on the 
arrow.  

 

Then select “Account Management” and “Budgetary Data Mining.” 
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There are various reports and filter options. To begin, it’s best to keep your view 
set to “All Report Types” and Filters set to “My Reports.” Once you are 
comfortable with the interface, you may set up special filters to help with 
navigation. 

 

If you have a few reports that you use a lot, you can click on the star beside your 
favorite reports to add them to your “Favorites” filter.  

 

Once you decide which report to run, highlight it by clicking on it and choose from 
one of the options on the right side of your screen shown below. 

 

You can print a report to either PDF format or Excel format. When you want to 
change the parameters or format of the report, select “Edit.” 
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The screen below will appear, giving you six report sections available to change.  

 

The “Account Ranges” section is the one you will change most often. You can 
change the settings to navigate to a project, function, object, etc.  

To change the ranges, click “Account Ranges” then “Edit.”  
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After clicking “Edit” to change the account ranges, this screen will appear. Notice 
the low and high ranges are 0’s to 9’s or z’s. This setting would run the report to 
include any account that you have access to. If you want your report to pull in a 
single range type, the low and high number should be the same. For example, if 
you wanted to see everything coded to 5100 function, the low and high number 
would need to be 5100. Once you make your desired changes, click “Save” then 
“Print.” 
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Cloning Reports 
The best way to obtain a report that you want is to clone it from another user. 
You may also build a report from scratch but that is often a time-consuming 
project. To clone a report from another user, change the “Filters” to “All Users’ 
Reports.” Then sort by “Report name”, “Created By”, or any other heading that is 
listed directly below the “Views” and “Filters” Bars. 

 

You can also use the funnel shaped icon shown here to filter down to what you’re 
looking for. Be careful when adding filters because they will remain until you reset 
them back to default.  

 

Once you find the report you want, click on the report name and click ”Clone.”  
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The screen below will appear. You can add the report for one user in the “* Add 
Report For” section or click on “Clone to Multiple Users” to add multiple people. 
Once you’ve selected the people that you want to clone the report to, click 
“Create Clone.” 

 

Follow this same method to clone a report in your library to other users. 
Remember to refresh the page to see newly added reports. 
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Other Common Resources 
 

• Code of Federal Regulations (CFR)– Part 200 Uniform Administrative 
Requirements, Cost Principles, and Audit Requirements for Federal Awards 
(www.Ecfr.gov) 

• Florida Statutes – Chapter 1003 (www.leg.state.fl.us) 
• Florida Department of Education (Office of Grants Management for state 

and federal awards) (www.FLDOE.org) 
• Escambia County School Board Policy can be found on the District website 

(www.escambiaschools.org) by selecting “District Leadership”, “School 
Board” then “School Board Policy.” 
 
 

 



Procurement Card Transaction Documentations Provided by the Budgeting Department 
 

Procurement Card Transaction Documentation Requirements 

Budgeting Department 

 

Acceptable Purchasing Card Transaction documentation can be a receipt (preferred), a packing 
slip, order status report, order confirmation report, an invoice receipt, or a like item and must 
include the following: 

1. Date 
2. Vendor name 
3. Description of merchandise/service 
4. Two of the three:  unit cost, quantity, line cost 
5. If you have multiple shipments and a list of items were purchased, before scanning into 

Skyward, circle the cost of the items on the list that are charged to the transaction. 

Shopping cart screen prints, quotes, or any other pre-order documentation is not acceptable. 

 

Suggestions for a smoother audit: 

• If the vendor does not include the unit cost, quantity and line cost, write the missing 
quantity or cost on the documentation before scanning and attaching to the 
transaction. 

• Instruct cardholders to turn in the packing slips.  On most occasions these will suffice as 
documentation.  Do not ask the vendor for an invoice.  The correct term regarding a 
Purchasing Card transaction is a “receipt”.  Vendors cannot create an invoice for a credit 
card purchase. 

• Do not scan in unnecessary documentation and attach to the transaction.  For example, 
if you have a five-page list of items purchased and only two pages are items that total 
the amount of the transaction, scan in only the two pages. 

• Before submitting the transaction in Skyward, open the attachment and make sure all 
pertinent information is readable.  

• Attachments should be in pdf format. No pictures please. 
• Please reference the Escambia County School District Travel and District Purchasing Card 

Manual for list of prohibited items. 
• Instructions to obtain a receipt for transactions with multiple shipments from 

Amazon.com can be found on the Procurement and Business Services Department’s 
website.  

• Parental Involvement activities funded by Title I (projects 53030 and 53050) must have 
checklist attached in addition to the receipt. 

• FL Teachers Classroom Supply Assistance (project 60560), Discretionary Lottery Funds 
(project 60960), and School Recognition (project 67720) must have School Advisory 
Council’s approval attached in addition to the receipt. 



Linking p-card transactions (credits/refunds) 

When receiving a credit/refund, the p-card transaction will show a negative amount. Please do the following to reconcile 
it: 

Step 1: Attach the receipt for the credit using the “Attach” feature. Add a description that indicates what the credit is 
for. The credit should be coded to the same account as the original transaction. 1110A1131 is used for P-Card 
Receivables (sales tax and unallowable purchases).  

Step 2: Add a note using the “Notes” feature to link the credit transaction to the original transaction. 
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Step 3: 

Go to the original transaction and verify that the accounts being used for both the credit and original transaction are the 
same. Add a note on the original transaction referencing the transaction number for the credit.  

Once complete, the original transaction should reference the credit transaction number in the “Notes” section and the 
credit transaction should reference the original transaction number in the “Notes” section, pointing them to each other. 

NOTE: Credits and refunds received on transactions that have been coded to regular expense accounts should be 
coded back to the same original expense account. This means the two transactions (credit and original charge) should 
have the same coding. You should follow the same linking process as above. 
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Allowable Expenditures 

53020

53030

53050

60650

EquipmentSalaries Extra Pay Training Travel Supplies
Library
Books *Furniture Computers Software Subs Field 

Trips

01080

02370

07160

07180

07300

60700

60960

Project #

Updated March 23, 2026

67720

*District Approved Furniture
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