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1. Quick Start: How Skyward Coding Works 
Skyward uses eight account components. The account structure identifies the funding source, account type, purpose, 
item/service, cost center, project, fiscal-year subproject, and program. 

Component Length What it represents 
Fund 4 Funding source 
Type 1 Account class: Asset, Liability, Equity, Revenue, or Expense 
Function 4 Purpose/action - the “why” 
Object 4 Service or commodity - the “what” 
Facility 4 School, department or facility 
Project 5 Area where funds are budgeted 
SubProject 5 Fiscal-year component of the project 
Program 5 Currently not used in ECPS 

Memory aid: Function = WHY the money is being spent. Object = WHAT is being purchased. 

1.1 Common Funds and Type Codes 
Code Description 
1110 General Fund 
3716/3717 Capital Improvement Tax Fund FY 2026/2027 
4110 Food Services Fund 
4210 Special Revenue Fund 
Type Class 
A Asset 
L Liability 
Q Equity 
R Revenue 
E Expense 

1.2 Functions, Objects, Facility, Project, SubProject, and Program 
Function is the action or purpose. Examples include Instruction (5100, 5200, 5300, 5400, 5500, 5900), Instructional 
Support (6110, 6200, 6400, 6500), and General Support (7300, 7600, 7730, 7800). 

Object is the service or commodity obtained. Examples include Salaries (0111, 0131, 0151, 0161), Employee Benefits 
(0210, 0220, 0231, 0240), Purchased Services (0310, 0319), and Materials & Supplies (0510, 0519). 

Facility is Skyward’s term for a cost center. It represents schools, departments, and building facilities. 

Project numbers represent areas where funds are budgeted. In Skyward, the project number is five digits long with the 
fifth digit being zero. Example: 5303 becomes 53030. 

SubProject represents the fiscal year of the project. It is five digits long. The supplied training example shows a project 
with a “7” year indicator using 20270 in SubProject. Projects with a “0” year code generally use 00000. 

Program is shown as 00000 in the supplied coding presentation and is not currently used in ECPS. 
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2. Coding Purchase Examples 
2.1 Example: Classroom Supplies from Regular Operations 
Scenario: Purchase supplies for a basic fourth-grade classroom from Regular Operations at Jim Allen Elementary. 

Fund Type Function Object Facility Project SubPrj Program 
1110 E 5100 0510 0031 01080 00000 00000 

2.2 Example: Computer Over $5,000 from Title I 
Scenario: Purchase a computer with a purchase price over $5,000 for a basic kindergarten classroom from Title I at 
Beulah Elementary. 

Fund Type Function Object Facility Project SubPrj Program 
4210 E 5100 0643 0941 53030 20270 00000 

Use these as examples of how the account components work together; always verify the current project, facility, 
grant award, and coding guidance before posting a transaction. 

2.3 Ten Common Functions 
Function Typical use 
5100 Instruction dealing directly with teaching of students 
5200 Exceptional Instruction 
6130 Health Services, such as the school clinic 
6200 Instructional Media Services, such as library/media center/innovation center 
6300 Curriculum development and planning 

6400 Instructional Staff Training Services, such as a workshop for occupational growth (professional 
learning) 

6500 Instruction-Related Technology, such as Tech coordinators 
7300 School Administration - Office of the Principal 
7800 Student Transportation, such as field trips 
7900 Operation of Plant 

2.4 Ten Common Object Categories 
Object Typical use / reminder 
0100s/0200s Salary and benefits, including regular and extra pay 

0310 Services using personnel with specialized knowledge. Services must always be on a Purchase Order 
(PO). 

033X Travel, typically tied to a conference. Upload the approved T2 or T3 with travel-related expenses in 
Skyward, like the receipt. 

0369 Technology-related rentals such as software. Student software must be on a PO unless IT and 
Procurement say otherwise. 

0371 Postage 
0391 Printing and binding services 

051X Supplies. Paper, pencils, and other consumables: 0510. Technology consumables such as toner/ink: 
0519. 

0612 Library books 
064X Furniture and equipment; specific 064X object depends on the item 
075X Other Personal Services, including substitute teachers and others on temporary employment 
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3. Budgeting FAQ  
3.1 Projects Listed as Rolling Forward 

Project Description 
General Fund  
01080 Regular Operations 
07160/07180 Education Enrichment Allocation (EEA) - formerly SAI 
11020 Advanced Placement 
12130 Lost/Damaged Chromebook/Supplies 
13010 High School Minor Sports 
13020 High School Band 
13080 Middle School Band 
13140 Middle School Orchestra 
13200 High School Apparel 
60560 FL Teachers Classroom Supply Assist 
60650 Instructional Materials-Library 
60700 Science Lab Materials 
60960 Discretionary Lottery - funds are not replenished but roll forward until spent 
67720 FL School Recognition 
Capital Outlay Fund  
33490 Capital Outlay School Allocation 

The supplied FAQ states that federal projects do not roll forward. 

3.2 Budget Transfers and Corrections 
• For most General Fund projects, budgeted funds may be moved by a Skyward budget transfer when the transfer 

stays within the same project. 
• Federal project budgets cannot be moved. An amendment must be submitted by the grant manager to 

FLDOE and approved prior to any Federal budget changes. 
• Although budget cannot be moved between projects, expenses can be corrected by journal entry. If an expense 

was charged to the wrong project, send the purchase and funding details to the Budgeting staff member assigned 
to the project (found on the Budgeting Dept website). 

• Submit one transfer per project. You may enter up to 20 lines on one transfer. 
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4. Skyward Budgetary Data Mining 
4.1 Finding Budgetary Data Mining 
1. From the Skyward Home page, select Financial Management. 
2. Select Account Management. 
3. Select Budgetary Data Mining. 
4. For a simple starting view, set View to “All Report Types” and Filters to “My Reports.” 

Favorite frequently used reports by clicking the star beside the report. Reports can be printed to PDF or Excel. To 
change parameters or report format, select Edit. 

4.2 Account Ranges 
5. Highlight the report and select Edit. 
6. Choose Account Ranges, then select Edit. 
7. Use the Low and High values to control what is included. 
8. For a single value, enter the same value in Low and High. Example: to see function 5100 only, enter 5100 for both 

Low and High. 
9. Save the changes, then Print. 

A broad 0-to-9 (or z) range pulls everything in that range that you have access to. Narrow Low/High values only 
when you want to isolate a specific account component. 

4.3 Cloning Reports 
10. Change Filters to “All Users’ Reports.” 
11. Sort by Report Name, Created By, or another available heading. You can also use the funnel icon to filter. 
12. Select the report and click Clone. 
13. Choose a single user in “Add Report For,” or choose “Clone to Multiple Users.” 
14. Select the user(s) and click Create Clone. 
15. Refresh the page to see newly added reports. 

Filters remain in place until reset to default, so check your filters when a report seems to be missing. 
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5. Running an Expense Detail Report 
16. Go to Budgetary Data Mining and locate an Expense Detail Report.  
17. Set Views to “All Report Types.”  
18. Select the report, then click Edit. 
19. Select Account Ranges, then click Edit to change the accounts. 
20. Departments can run reports to include all facilities: Facility Low = 0000 and High = 9999. Schools should only be 

able to view the facility they are assigned to. 
21. Update Project, SubProject, or other account values to pull the activity you want to review. 
22. To isolate one variable, enter the same value in both Low and High. 
23. The report can be run for specific date ranges. 
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Visual reference - Expense Detail Report setup (source page 1). 
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Visual reference - Account Ranges (source page 2). 
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Visual reference - Runtime date parameters (source page 3). 
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6. Linking P-Card Credits and Refunds 
A credit/refund appears as a negative P-Card transaction. The supplied procedure uses notes on both transactions so 
the original charge and the credit point to each other. 

24. Attach the receipt for the credit using Attach. Add a description that identifies what the credit is for. 
25. Code the credit to the same account as the original transaction. The procedure states that 1110A1131 is used for P-

Card Receivables for sales tax and unallowable purchases. 
26. Use Notes on the credit transaction to link it to the original transaction by selecting “link transaction” in the 

dropdown menu. Notate the transaction number for the original charge. 
27. Also add a note on the original transaction referencing the transaction number for the credit. 
28. Verify that the account coding on the credit and original transaction is the same. 
29. Remember to confirm the original transaction references the credit transaction number and the credit references 

the original transaction number. 

Credits/refunds for transactions coded to regular expense accounts should be coded back to the same original 
expense account. The original charge and credit should have the same coding. 
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Visual reference - attaching and linking a P-Card credit (source page 1). 
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Visual reference - original transaction note and matching coding (source page 2). 
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7. Grant Referencing and Restricted Funds 
When a federal grant is approved, FLDOE issues a Project Award Notification describing what was approved and when 
the funds may be used. Federal funds are restricted and must be spent in accordance with the approved budget. 

• If a needed purchase falls outside the approved scope, an amendment is needed before the purchase is made. 
• Use the Project Award Notification and Budget Narrative Form when making and coding purchases. 
• The Budget Narrative Form may include Function, Object, Account Title & Narrative, FTE Position, and Amount. The 

purchase should appear in the Account Title & Narrative, and the Function/Object should align with the approved 
scope. 

• If the approved DOE function/object does not align with the LEA use, the grant award needs to be amended.  
• Auditors may use the function and object listed on the grant to check spending variances. 
• General Fund budgets do not have an award letter but may still have restrictions. Contact Budgeting when unsure. 

The most restrictive guidance takes precedence. 

7.1 Common Reference Sources 
• Code of Federal Regulations (CFR), Part 200 - Uniform Administrative Requirements, Cost Principles, and Audit 

Requirements for Federal Awards 
• Florida Statutes, Chapter 1003 
• Florida Department of Education - Office of Grants Management for state and federal awards 
• Escambia County School Board Policy 
• District Budgeting resources, including Funds, Functions, Objects, Cost Centers, Projects, and the Coding Guide / 

Red Book crosswalk can be found on the ECPS website under Budgeting Department. 
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8. Finding District Budgeting Resources 
30. From the District website, choose Departments. 
31. Select Budgeting for budgeting resources.  
32. Use the Budgeting resource listings for Funds, Functions, Objects, Cost Centers, Projects, Skyward information, and 

the Coding Guide. 
33.  

“Common Object List” and “Project List” are both live documents and subject to changes. 
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9. Training Checklists 
Please reference the Procurement Dept website prior to making purchases. The list of prohibited items is not all-
inclusive. Also note that all projects have guidelines and restrictions in addition to the prohibited items list. When in 
doubt, please contact the Budgeting Department.  

You can find “Escambia County Public Schools Travel and District Procurement Card Manual” here: 

https://www.escambiaschools.org/departments/procurement/pcards/procurement-card-program 

Sales tax, food (non-instructional), and decorative items are never allowed.  

9.1 Before Coding a Purchase 
☐  Confirm the funding source/project. 

☐  Identify the purpose of the purchase (Function). 

☐  Identify the service or commodity (Object). 

☐  Confirm the correct Facility. 

☐  Confirm Project and SubProject values. 

☐  Title I schools should reference approved Title I budgets. 

Departments Only: For federal funds, compare the purchase to the approved grant narrative and award. 

☐  Confirm whether a PO, approved travel form, or other supporting documentation is required. 

☐  Attach supporting documentation in Skyward as required. 

9.2 Before Running a Budget Report 
☐  Confirm the correct report type. 

☐  Check View and Filter settings. 

☐  Edit Account Ranges. 

☐  Keep Facility 0000-9999 when the report should include all facilities. 

☐  Use matching Low/High values to isolate a single code. 

☐  Set the desired date range. 

☐  Save/print or export to Excel as needed. 

9.3 Before Completing a P-Card Credit 
☐  Attach the credit receipt and description. 

☐  Match coding to the original transaction. 



SKYWARD & BUDGETING TRAINING MANUAL 

Escambia County Public Schools | Budgeting | Page 15 

9.3 Before Completing a P-Card Credit (Continued) 
☐  Add a note on the credit that references the original transaction. 

☐  Add a note on the original transaction that references the credit. 

☐  Verify both transactions point to each other. 
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10. Notes and Local Procedures 
Use this section for current local procedures, contacts, project-specific notes, or changes made after this training 
manual was created. 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 
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