Revenue and Expense Detail

The following instructions will allow you to run an Expense Detail report for your campus that includes the
following activity:

AP = Accounts Payable
JE =Journal Entries
PO = Purchase Orders
TR = Transfers

RV = Revisions

IV = Inventory

Please disregard any entries that contain the following as they are not pertinent to this training:
Accruals

TRS On-Behalf

Reduce Campus Funds

When you sign into Skyward select 'Account Management', then 'Budgetary Data Mining'.
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Accounting Update - Journal Entries - AU
Update History - Journal Entries - UH Ln|

Budget Revisions
WFIAM\BM\BRABR

Page 1 of 8



fﬁ San Felipe Del Rio CISD - Live Database
SKYWARD

Account | .| Accounts | Federal/State
Home Iv Vendors | Purchasing Payable Inventory |Q

Repaorting
u | Budgetary Data Mining

Views: |A11 Report Types v| Filters: | =5y Favorites v
Report Name Report Title Favorite Created By Access | Report Type &
P Expense Detail - CAMPUS REV/EXP Detail Report SALINMIG003 | M |Revenue/Expense Detail
- - A - -

ake sure to select the star icon
so the report is added to the 'My
Favorites' filter.
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/‘(f-_ San Felipe Del Rio CISD - Live Database ) S el B atn il sl
WARD

§
Account o Accounts Faderal/State

Home - M " Vendors | Purchasing Payable Inventory i Q
« Budgetary Data Mining (2 Wl 53 Fovortesw €] Hew Window €5My Print Queve
Views: | ALL Report Types w | Filters: | **My Favorites | ‘} T W = g, add
Repori Nam:_ . Report Tille _ Fa\'u:ii_e Created By Access | Report Type & =
P Capital Asset Reconciiation (5200-6295) Capital Asset Reconcliaion (62004 §  JOHNSPAUDDD |~ M Revenue/Expense Detail & || _Deiee
M Capital Asset Reconciliation (6300-6399) Capital Asset Reconciliation (6300t 5 JOHNSPALODD M Revenue/Expense Detal Lione
M Capital Asset Reconciliation (6600-6659) Capital Asset Reconciliation (6600-t 57 JOHNSPAUODO M Revenue/Expense Detal

B Detail activity of B65 A78 2 Detail activity of revenue or expenc § | SIERRTILDOD M |Revenue/Expense Detail s
b Expense Detail - CAMPUS REV/EXP Detail Report #  [sammicos | M [Revenue/ExpenseDel | | Excel
# Expense Detail - REVISIONS REV/EXP Detail Report o SALINMIGDO2 M Revenue/Expense Detail

Every campus and department secretary / clerk that works with expense reports will be cloned a copy of the
above detail report which you can then run.

When a report is ready to be run select the 'Print’ button.
The Account Ranges screen will now appear.

If you need to edit what types of data the report will pull in select the 'Edit' button and on the next screen
select 'Sources'. If you do not need to edit your 'Sources' skip to page 5.

San Felipe Del RiO CISD - Lj\"E Da‘rabase Miguel Salinas  Account Preferences Exit ?
SKYWARD

Account 5 Accounts Federal/State
Mv Vendors | Purchasing Payable Inventory i Q

‘ N Budgetary Data Mining E B 17 Favoritesy ) New Window IEIM\r Print Queue

Vigws: |ﬂ1.l Report Types vl ml ==y Favorites vl hid m %‘j ‘__‘N | |
Report Mame & Report Title Favorite Created By Access | Report Type l$
> Expose Dot GRS REVBG Dl Rpott | & [SAIWIGIS | M Reeweboemedsl | R

» Expense Detail - REVISIONS REV/EXP Detail Report w7 SALINMIGO03 M Revenue/Expense Detail [ Clone |
» FIRST Report Superintendent and BOD | FIRST Report Superintendent and [ w POLK TERDODD M Revenue/Expense Summary

» GENERAL Detail - REVISIONS FC GENERAL REV/EXP Detail Report F( {3 SALINMIGO003 M Revenue/Expense Detail | Print |
P NOGA BALANCING NOGA BALANCING {J SALINMIGDO3 M Revenue/Expense Summary ( Excel ]
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Once you are on the 'Sources' screen and the 'Edit' button is selected you can choose what types of data you
want to pull in on your report. Once you have made any adjustments select the 'Save' button.

San Felipe Del Rio CISD - Live Database
SKYWA

Account . Accounts Federal/State
Home v Wendors | Purchasing Byl Inventory R Q

< Budgetary Data Mining &

Report Add

A Delete Clone Back
Information
Report Name: |Expense Detail - CAMPUS Print
Parameters B
Report Title: |REV/EXP Detall Report Excel
Breaks o

Report Type: |Revenue/Expense Detail
Account Ranges

Field Salection Sources

AP = Accounts Payable

AR. = Accounts Receivable Print All Accounts in Filter Range E‘
ARSY = Accts Receivables (System Generated) Print Accounts with Transactions m

in the Selected Sources
Print Monthly Totals
Print Account Summary
Print Only Source Totals (Suppress detail)

Include Invoices
Include Payments/Unapplied
Include Cash Receipts/Deposits

CR = Cash Receipts Print Accumulated Detail Subtotals
JE = Journal Entries Truncate Detail Fields
PR = Payroll

CD = Cash Disbursements
PO = Purchase Orders
TR = Transfers

Purchase Order Parameters ikl

Print all open Purchase Orders as of
the report end date and beyond

RV = Revisions

_ Print only Purchase Orders open as of
1V = Inventory the report end date (month/year)

Detail Description:  Short Long

| ITCR = Insurance Tracking Cash Receipts Include Budget Requisitions (2]
|| FXAD = Fixed Assets Disposals/Additions Print Approved Status

FXDP = Fixed Assets Depreciation Print Denied Status

YP = Prior Year Adjustments Print Pending Status

SB = Student Billing
Sign: '© Left CR Right

San Felipe Del Rio CISD - Live Database
SKYWARD

« Budgetary Data Mining

Report Report Name: |Expense Detail - CAMPUS
Information Repart Title: REV/EXP Detail Report
Parameters Report Type: |Rewvenue/Expense Detail
Breaks

Sources
Account Ranges

Field Selection

AP = Accounts Payable -
m EAR = Accounts Receivable [ Print All Accounts in Filter Range [

Sources Detail Save

W

ARSY = Accts Receivables (System Generated) Print Accounts with Transactions m
[ indude Invoices in the Selected Sources

[ Print Monthly Totals

[ print Account Summary

[J print Only Source Totals (Suppress detail)
[Jprint Accumulated Detail Subtotals

[ Indude Payments/Unapplied

[ include Cash Receipts/Deposits
D cr = cash Receipts

B2 3 = Journal Entries [ Truncate Detail Fields
E PR = Payroll
CD = Cash Disbursements
|— Purchase Order Parameters [2]
PO = Purchase Orders
= : O print all open Purchase Orders as of
TR = Transfers the report end date and beyond
RV = Revisions O
M- 7| Print only Purchase Orders open as of
m"’e”tow & the report end date (month/year)
Detail Description: O shot @ Long
[JITCR = Insurance Tracking Cash Receipts O Include Budget Requisitions 7
[ IFXAD = Fixed Assets Disposals/Additions Print Approved Status
) FxDP = Fixed Assets Depreciation Print Denied Status

I ¥P = Prior Year Adjustments Print Pending Status

(] sB = Student Billing
Sign: @ Left O crR O Right
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The Account Ranges screen will appear after the 'Print’ | Account Ranges
button has been selected. !

| Low High
| Category: FZ7IZIIT

ZI-ZT-ZITT

I Group:
| Account Status: @ Active and Inactive O Active O Inactive

| | Operating Statement Accounts

I Expense [ Revenue

: Low Account: 199 * 11 6200 00 000 0 11 000
I High &ccount: 199 * 41 6499 52 999 0 99 PG5

| Low High
| FUND: [199 199
Here you can edit which accounts will appear on your f IEt. N -
o . . | UNCTION: 11 41
report by changing the highlighted account | %OBHT: e s
components E.g. FC, OB], SO, PIC, LOC. ;> B-OBJECT: [00 52
; ORGANIZATN: |000 Q99
| FISCAL YR: |0 0
| ROGRM-INT: |11 o9

|
OCAL: 000 PG5
|
|
Include Filters for Operating Statement Accounts

|| Dim:[FunD v

i>w: 000 High: [999 Add

Exclude Filters for Operating Statement Accounts
|

Dim: [ FUND v
Here you can 'Include’ or 'Exclude’ accounts by )m;: 000 High: (399 add
selecting certain account components. , FUNCTION: 12 to 38 Delele
| FUNCTION: 34 to 48
| FUNCTION: 42 to 99 d

After you have made any necessary changes, press the
'Save' button.

You will now be on the Runtime Parameters screen.
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ﬁ Runtime Parameters - WRAM\RPA\DM\DM - 27021 - 05.22.02.00.02 - Googl... — a

& skyward.iscorp.com/scripts/wsisa.dl
Runtime Parameters [ B E I
Runtime Report Parameters Print
1 Report Name: Expense Detail - CAMPUS Back

i tart Date: [09/01/2020 || %3] Tuesday
d gEnd Date: [06/20/2021 || ;] Wednesday
d (] Print Title Page

(] print Greenbar

Runtime Report Setup

How do you want to change runtime setup?
1| '® Use current setup - no change

1| 2 Change setup for this run only - do not save

(_) Change setup for this run and save setup
Report Name: Expense Detail - CAMPUS

On the Runtime Parameters screen you will enter your desired date range and then select 'Print'.
Depending on the size of the report it may take a few minutes to load.

While the report is running the 'Request Queued' popup will display. Here you can select the back
button, which will allow you to continue using Skyward and queue up other reports if needed.
When a report is ready a 'Report Finished Processing' popup will display.

etail 272,542 - .

u 'I Request Queued Report Finished Processing

u ) 1l The report R'E Dtl Rpt: Expense Detail - CAM 09/01/2020-
o ® o R/EDt Rot: Expense Detail - CAM 09/01/2020- 06/30/2021 has finished processing

u . , 06/30/2021 i :

4 L o’ Queued Time: 00:00:01 f

u i X ~

i Order in Queue Waiting List: 1 | Display Report Back

. My Print Queue Back B

ul

Rttt i AT

Page 6 of 8


miguel.salinas
Sticky Note

miguel.salinas
Sticky Note


If you have multiple reports queued you can select the 'My Print Queue' button to view the reports you have
printed.

Miguel Salinas Account Preferences Exit ?

San Felipe Del Rio CISD - Live Database

Accounts Federal/State
m m Vendors = Purchasing Payable Inventory e
Budgetary Data Mining B @ yFavortesy {]NewWinc w g5aMy Print Queue
Views: [ A1l Report Types w| Filters: [ **My Favorites v 9 T W = l& _
Report Name Report Ti Tlle Favorite Created By Access | Report Ty_pe - Edt
P Capital Asset Reconciliation (5200-6299) Capital Asset Recondliztion (6200 ¥  JOHNSPAUOOO M Revenue/Expense Detail - Dekle
P Capital Asset Recondiliation (5300-6399) Capital Asset Reconciliation (6300-¢ W JOHNSPAUOOO M Revenue/Expense Detail Clone
¥ Capital Asset Recondiliation (6600-6699) Capital Asset Recondiliation (6600-¢ W JOHNSPAUODD M Revenue/Expense Detail
P Detail activity of 865 A78 2 Detail activity of revenue or expenc w0 SIERRTILOOD M Revenue/Expense Detail Erint
> Boese et s REVIEYD Dt Rapor I T R e ] I -
P Expense Detail - REVISIONS REV/EXP Detail Report SALINMIGOO03 M Revenue/Expense Detail
» GENERAL Detail - REVISIONS FC GENERAL REV/EXP Detail Report Ft W SALTNMIGO03 M Revenue/Expense Detail Import Layout
P OTHER SPEC REV Detail - REVISIONS Ul OTHER SPEC REV/EXP Detail Repor fj{ SALINMIGO03 M Revenue/Expense Detail Export Layout

On the 'My Print Queue' screen you can select and view your completed reports.

L
skyward.iscorp.com,’
My Print Queue - Miguel Salinas [ I
| :.-- Views: |GeneraIV\ FiIters:|Sk3mard Default Clone (2)v| ki @ B @‘ View

Class Wait List # | Status

— (e
[ I Conipleted [ - | Comverto

Excel

I' Date + Time | Report Description

| ©2/22/2622 Tue | 3:36 PM|R/E Dt Rpt: Expense Detail - CAM 09/01/2020-06/30/2021

82/22/2022 Tue 3:32 PM R/E Dtl Rpt: Expense Detail - CAM 09/01/2020-06/30/2021 Completed

| 82/22/2022 Tue | 3:13 PM R/E Dtl Rpt: Expense Detail - CAM 09/01/2020-06/30/2021 Completed (| | View Status
82/22/2022 Tue  11:01 AM Accounting Update - Budget Revisions Completed Back

| ©82/22/2022 Tue | 10:59 AM Accounting Build - Budget Revisions Completed
©82/22/2022 Tue = 10:59 AM Accounting Update - Budget Transfers Completed

| 82/22/2022 Tue | 10:57 AM Accounting Build - Budget Transfers Completed
B82/22/2022 Tue B:44 AM General Input Batch Budget Revisions Completed

| B82/22/2022 Tue 8:28 AM General Input Batch Budget Transfers Completed
B82/21/2822 Mon 4:43 PM R/E Dtl Rpt: Expense Detail - CAM 09/01/2020-06/30,/2021 Completed

| 82/21/2822 Mon 4:40 PM R/E Dtl Rpt: Expense Detail - CAM 07/01/2021-02/11/2022 Completed
82/21/2022 Mon 4:36 PM R/E Dtl Rpt: Expense Detail - CAM 07/01/2021-02/11/2022 Completed
82/21/2822 Mon 4:21 PM R/E Dtl Rpt: Expense Detail - CAM 07/01/2021-02/11/2022 Completed

| B2/21/2822 Mon 4:07 PM R/E Dtl Rpt: Expense Detail - CAM 09/01/2020-06/30/2021 Completed
B82/21/2022 Mon 3:49 PM Accounting Update - Budget Transfers Completed

| B82/21/2022 Mon 3:46 PM Accounting Build - Budget Transfers Completed
B82/21/20822 Mon 3:46 PM Accounting Update - Budget Revisions Completed

| B82/21/2022 Mon 3:45 PM Accounting Build - Budget Revisions Completed
B82/21/2022 Mon 3:43 PM | Accounting Update - Budget Revisions Completed

| 82/21/2022 Mon 3:42 PM Accounting Build - Budget Revisions Completed (
B82/21/2022 Mon 3:41 PM Accounting Update - Budget Transfers Completed
©82/21/2022 Mon 3:40 PM Accounting Build - Budget Transfers Completed [~

IE

129 records displayed

| Records above are automatically deleted after 2 days.

Date: |
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Below is a portion of a Detail Report run using the provided instructions.

3frbudl2.p Te=4 SAN IPE DEL RID CISD 02/22/22 Page:1
05.22.02.00.00 REV/EXP Detail Report (Date: 09/01/2020 - 06/30/2021) 3:36 PM
END
Date Src Sub h Vendor Name/Bef BO#/Lined {Desc2 Inv Date  (hk#/Rec# Check Date Amount
199 B 11 6219 00 BE1 0 93 00O
10/14/20 AP £M-1012 CADENA FAMILY BRAC B612100005 9172020 09/17/20 46353 1,000.00
& Standing
Orders ISD Nurses
2020-2021
*19% E 11 6218 0O 1,000.00
*hAccounts Payable 1,000.00
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