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Who, What, When, Why?
IUsers who are assigned as approvers of Budget Transfers,
either through a Budget Transfer Group or through Group Access by Person,
will use Approvals to approve or deny Budget Transfer Reguests.

Budget Transfer Reguests must be fully approved
before becoming Batch Status Budget Transfer batches.

Refer to the tutorials under
Web Financial Management, Account Management, Budget Management,
Product Setup, Configuration
for information on Budget Transfer Setup, Budget Transfer Groups
and Group Access by Person,
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Home v Vendors  Purchasing Payable Q
" H Approvals ‘a’ ﬂ ETask Manager fj’Favoriiﬁsv {D Mew Window lﬁ'l‘.ﬂy Print Queue
Mumber of Transactions Approved: 1] Total Amount Approved: £0.00 Submit Approvals
~ and
Number of Transaction Denied: ﬁ( 1. The Budget Transfers that await ‘ $0.00 Denials
the user's approval are displayed.
Views: GeneralEl Filters: | *Skvward Det'aultEl \l/ T m m Refresh
Create Date a BT Group S Approve | Deny ;2?;5;6 Reroute To Batch Description Edit
72 O L S
b 06/22/2012 400 11-00005 Transfer 3 =Notes
¥ 06/22/2012 400 5 |:| D D 11-00006 | Transfer 4 Attach
'J 06/22/2012 400 s O B B 11-00007  Transfer 5 7{
| 2. Expand a reguest to view the Details of the request, 3. Click Edit to modify a highlighted request. ]
the Approval History,
and Notes that have been entered, Click Notes to add or review notes for the request.
Click Attach to add or review attachments to the request.
Note: If notes or attachments exist
| two asterisks will display on the MNotes or Attach button,
i« T} 3
20 E| 4 records displayed Create Date: D
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Home v Vendors  Purchasing Payable Q
" H Approvals ‘a’ 1. Check Approve to approve a request ﬂ‘iﬁask Manager f,?Favorilesv {D Mew Window lﬁ'l‘.ﬂy Print Queue
Number of Transactior Note: This does not record an approval $85.00 Submit Approvals
' O ' and
Number of Transad Once all decisions are made $0.00 Denials
the approver will click Submit Approval and Denials
Views: | General [v] Filters: |*Skvward Do to record the decision. v [ @, Refresh
Appr & -
Create Date a BT Group S Approve | Deny ki Reroute To Batch Description Edit
I L N A T
b 06/22/2012 400 11-00005 Transfer 3 “Notes
b 06/22/2012 400 s I‘ H I' 11-00006 | Transfer 4 -
b 06/22/2012 400 s | 11-00007 Transfer 5

‘ 2. Check Deny to deny a reguest,
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Home N

Deny Budget Transfer -

2. Click Save.
N r—

Deny Budget Transfer
Create Date: 06/22/2012 Budget Transfer Group: 400 High School
Status: Submitted Batch: 11-00005
Views: | Gene Descrpition: Transfer 3
Debit Amount: 125.00 Credit Amount: 125.00
Fiscal Year: 2011 - 2012 Created By: Peterkascr, Heath L
Notes: This is a duplicate entry. The correction has already been posted.|
06/22/20 : |
i 1. When Deny is checked
the Deny Budget Transfer screen will oper,

Create Date

The user is able to enter Notes
to explain why the request was denied
and/or additional information that may be nesded,

The notes entered here will display in the Approval History
and on the Budget Transfer Request Denial email
that is sent to the requestor.
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Approvals ‘a’ |=r - ETask Manager f,?Favorihesv {D Mew Window l=|l'."|y Print Queue
PP ol

Mumber of Transactions Approved: 1 Total Amount Approved: $85.00 Submit Approvals
and
Number of Transaction Denied: 1 Total Amount Denied: $125.00 Denials
Views: | Beneral El Filters: | *Skvward Default El T m B [&l Refresh
Appr & -
Create Date a BT Group S Approve | Deny Reroute Reroute To Batch Description Edit
P 086/22/2012 400 & 11-00004 Transfer 2
E_EI:--I:-_
P 0672272012 400 11-00006 Transfer 4 Attach
P 06/22/2012 400 s D D H 11-00007 _ Transfer 5 R

If using Budget Transfer Groups,
and the Budget Transfer Setup option
to Allow reroute of Budget Transfer approvals to another user is set,
the Approve & Reroute option will be available,

With this option,
approvers can choose to bring another user into the approval process,

Check Approve & Reroute.

e
<
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Skyward SChOOl Dis‘[rict Heath Peterkascr Account Preferences Exit ?
SKYWARD
Home =
" Ap = Print Queue
x LR~ s
Reroute Budget Transfer Check pprovals
Spelling 3
Create Date: 06/22/2012 Budget Transfer Group: 400 High School als
: Status: Submitted Batch: 11-00006 (e )
Views: | Gener Descrpition: Transfer 4 | Back | esh
Debit Amouni: Credit Amount: 92.00
Create Date
Fiscal Year: 2011 - 2012 Created By: Peterkascr, Heath L
b D&/22/20 Reroute To: [=]
b 06/22/20 MNotes: les |
e Borjass-:r, Ramona K
b D6/22/20 Kinghornscr, Ike L ach |
b 06/22/20 The Reroute Budget Transfer screen opens.
Click the Reroute To drop-down to select an additional approver.
The list of names are all approvers
from all Budget Transfer Groups.
) J
4 records displayed Create Date: :
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Account Preferences Exit ?

Heath Peterkascr

Skyward School District

<4l - AP

Views: | Gener

h.r,.. AL i
= Reroute Budget Transfer - WRAM\BM\TR!

Reroute Budget Transfer

APUMS - 25341 - (OF

Reroute Budget Transfer
Create Date: 06/22/2012
Status: Submitted
Descrpition: Transfer 4

Budget Transfer Group: 400 High School
Batch: 11-00006

Check
Spelling 1

als

Save

Print Queue

pprovals

I ;Ck esh

2. Click Save. ]7
—

Debit Amount: 92.00 Credit Amount: 92.00
Create Date .
Fiscal Year: 2011 - 2012 Created By: Peterkascr, Heath L
b 06/22/20 Reroute To: |Borjasscr, Ramonz ¥ EI
b D8/22/20 Motes: Please review this entry. les
» 06/22/20 ch
P 06/22/20 J : -
1. Cptionally, enter Notes to explain why
the additional approval is necessary.

The note will display in the Approval History
and in the email to the approver if approval emails are activated
in the Budget Transfer Setup Options,
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<  Approvals ¥ are tracked at the top of the screen. | & Task Manager 1.7 Favoritesw ] New Window 5. My Print Queue
L4
Mumber of Transactions Approved: 2 Total Amount Approved: £177.00 Submit Approvals
and
Number of Transaction Denied: 1 Total Amount Denied: $125.00 Denials
wews:|GeneralE| Filtgfs;l*Skyward DefaultEI T m & Refresh
Appr & -
Create Date a BT Group S Approve | Deny ki Reroute To Batch Description Edit
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1. The Reroute approver's name is Ilsted
under the Reroute To column.
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<[ Approvals % | 1. Click Submit Approvals and Denials £32 My Print Queue
to record the decisions.
i MNumber of Transactions Approved: 2 Total Amount Approved: £177.00 Submit Approvals
[ 2. A confirmation message displays, W 1 Total Amount Denied: $125.00 Demals
which summarizes the number and amount
= of approvals and denials. s A=Y Refresh
Click Yes to submit the decisions _Submit Approvals and Denials n Eait

» or No to cancel, S approved transactions ] -
N DBEBIRE Gn = |:| . D 1 denied transaction B Notes
P 06/22/2012 400 Approved Amount: 317700

E_EI:-I:I- penearmou ST % _ B

Wiould you like to submit these transactions?

Yes No

"
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Heath Peterkascr  Account Preferences Exit

X
?

Views: | General E' FEilters: | *Skyward Default EI

Appr &

ki Reroute Ta

Create Date a BT Group S Approve | Deny

The completed requests are removed from
the Approvals screen.

LI

|
1 records displayed

Batch

Description

Mumber of Transactions Approved: 1] Total Amount Approved: £0.00 Submit Approvals
and
Number of Transaction Denied: 0 Total Amount Denied: £0.00 Denials
T [ =, Refresh

O o L L L N 2 - A -

3

Edit
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1. Log in to the Financial Management system
as a higher level Budget Transfer Approver
and click Account Management.

lke Kinghomscr

Account | Preferences | Exit 7

ue

Home M ::f;;g:;;m Vendors  Purchasing ?,C;’D aLL“I;S Q
4 Q
I ~ Account Master + Budget Management - General Inputs
Chart of Accounts k5| + Transfers + Journal Entry

Submit Transfers

Approvals
E:i\.rit\,r

Approvals

o i o g

Journal Entry

Submit Journal Entry

o i i g

2. Under Budget Management, Transfers |

VW TAWNOW T FOATE Ty

4[

click Approvals, |
|

Approve Journal Entry
WFRAMVGIAPIMS

No news to display,
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Ike Kinghomscr  Account | Preferences Exit 7

Skyward School District

SKYWARD
Home Vendors  Purchasing %C;’Dai“g Q
‘ H Approvals ‘a’ - ETask Manager '{:}' Favorites "D Hew Window lﬁl My Print Queue
Number of Transactions Approved: 0 Total Amount Approved: $0.00 Submit Approvals
Number of Transaction Denied: 1] Total Amount Denied: £0.00 D:l:iils
Views: | General [»]| Filters: [*Skyward Default[x] N @ Refresh
Create Date a BT Group S Approve | Deny gggtft‘e Reroute To Batch Diescription Edit

I 3 L L T I TN S -

“MNotes

Attach
Higher level approvers have an extra option Trgnsaciions
W it
to approve or deny reguests .
that are awaiting lower level approval. _ SrmmmEl

This can be useful when lower level approvers
are unavailable to approve requests,

Click Transactions Awaiting Lower Level Approval.

Tl 2

<
1 records displayed Create Date: |:|
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I= Transactions Await [P=mEEnEe

1. A list of requests waiting for

el @ OS2
lower level spproval is displaved. =
T [ & Refresh
. EXDaﬁd_the_ details of a request ) Debit Amount| _ Crodit Amount| Fiscal Year _[Greq |~ —
AC|
to view the Detail Lines and Approval History, 0.00 50.00|2011 - 2012 |Jemla || —Z J
w "06/22/2012 400 S |11-00006 |Transfer 4 92.00 92.00(2011 - 2012 |Jeallille

| Approve |

Expand All Collapse All Modify Details (displaying 3 of 3) View Printable Details [ Deny |

w Budget Transfer Transaction Information [ Motes |

Create Date: 06/22/2012 Created By: Ormandscr, Jeanna E i Attach f|
Budget Transfer Group: 400 High School Fiscal Year: 2011-2012
Status: Submitted Joumal Entry 1D: 000001155 2. CHCK Notes or Attach E
Batch: 11-00006 Debit Amount: 92.00

to add or view notes and attachments

Description: Transfer 4 Credit Amount. 92.00 for a highlighted request.

w Detail Lines
* Designates accounts that are over budget
Line # Account Desgcription Debit Amt Credit Amt
1 *20E006 2530 3100 26 435700 Transfer 4 92.00
2 20E006 2530 3160 26 435700 Transfer 4 92.00

b 0672272012 400 S 11-00007 Transfer 655.00 655.00 2011-2012 Jea
< ] | |+
3 records displayed Create Date: :
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Transactions Awaiting Lower Level Approval

Views: | General v Filters: [ *Skyward Default[x] . T [w| Ej & Refresh
1. Highlight a request

Create Date a Group S Batch Diescription Debit Amount ‘ =
i C

P 03/22/2012 400 S 11-00002 Transfer 50.00 and click Approve or Deny.

w 06/22/2012 S [11-00006 |Transfer 4 2011 - 2012 |Jea '
Approve
Expand All Collapse All Modify Details (displaying 3 of 3) View Printable Details ([ Deny |
» Budget Transfer Transaction Information [ mMotes |
[ attach |
w Approval
Diate Time Status Approver Level MName/Note

Lowraiting £

06222012 12:55:48 PM Approve
cascr Date: 06/22/2012 Time:

You are about to approve a Budget Transfer that is awaiting lower
approval.
Are you sure you want to continue?

L\

655.00 2011 - 2012 Jeal

b 06/22/72012 400 S 11-00007

2. A message displays to confirm that
the reguest is to be approved (or denied).

Click OK to procesd

‘ or Cancel to stop the process. [+
3 record Create Date: :
Click OK.,

If the request is denied
a Deny Budget Transfer screen will cpen
| to allow for the entry of notes.
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Views: |Genezal ] Filter5:|*5kward Default[v] Y W # & Beresn
Create Date a Group Batch Diescription Debit Amount Credit Amount | Fiscal Year B = |
dCH
O N e A" N T TR -
b 06/22/2012 400 S 11-00007 Transfer 5 655.00 655.00 2011-2012 Jea
| Approve |
;,J | Deny |
Cnce the decision is recorded
R | MNotes |
the request is remowved from the screen, —

| Attach |

o« | 1 3

20 [=] 2 records displayed Create Date: :
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1 1. Log in to the Financial Management system as the requestor Jeanna Ormandscr  Account | Preferences | Exit | | 2
Skyw ,
STwanr and click Account Management.

Account . Accounts  Accounts Custom  Federal/State A
m M Management Vendors | Purchasing Payable = Receivable SBAA Reports Reporting Administration Q
4 Q +* Financial Management Setup =
I ~ Account Management - AM Setup + Budget Management - BM Setup - General Inputs - Gl Setup .
Project/Grant Management - PG T Budget Entry - BE LE| + Journal Entry - JE
Budgetary Data Mining - DM L Budget Revisions - MS LE| Submit Journal Entry - MS Q
Reports - RE T Adopt Budget - AB LE| Approvals - MS €
Batch Reports - BR T + Requisitions - RE Journal Entry - MS 4
A ot Master - CA Budget Request - RE 01 ~Cash Receipts - CA —
ccou aster - Setu
- . Budget Approval - BA a Cash Receipts - MS Ll .
Account Profile - AP T Mass Approve - MA L]
Chart of Accounts - CA T + Transfers - TR Erton =
Account Summary Templates - AS T Submit Transfers - MS %
Operating Statement Accounts - 0S T Approvals - MS €
Balance Sheet Accounts - BS L Activity - MS €
g‘sfers -MS Ln|
2. Under Budget Management, Transfers |
C|iC|< ACtiUitv | TWIFTARTDMFE o
Product Setup )
| WFIAM\PS 3
Codes
WFAMBMITR\PS\CO
Submit Transfers
WFAM\BMITRASTIMS
Approvals
WFAMBMITR\AP\MS
Configuration
PS\CALSTICF b
Submit Journal Entry -
) @ Desktop View © Button Rows
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Skyward School District
SKYWARD

Account . - .
Home v Vendors | Purchasing Payable | Receivable SBAA Errais Reporting Administration | Q

2
Jeanna Ormandser | yye yalye your feedback |

Accounts | Accounts Custom = Federal/State

4} Activity w7

Views: | General [x] Filters: | *A11 [=]
Create Date » Budget Transfer Group | S Batch Description
P 06/22/2012 400 S 11-00007 |Transfer 5
» 06/22/2012 400 S 11-00004  Transfer 2
» 06/22/2012 400 D 11-00005  Transfer 3
w 06/22/2012 B |11-00006 |Transfer 4

» Budget Transfer Transaction Information

Time
0612212012 12:57:06 PM

062272012 12:55:43 PM

Expand All Collapse All  Modify Details (displaying 4 of 4) View Pri An approval record is entered for each decision

Approver Level

Level 0

b 0372272012 400 S 11-D0002  Transfer

@ - i Task Manager {:’ Favorites » ‘tl Hew Window £21 My Print Queue
Wl

Y &
Debit Amount Credit Amount | Fisc I-
655.00 655.00(201 ~ |
00201
Expand a request
00201

and then expand the Approval History.

along with notes when approvals are rerouted,
or when higher level approvers ovarride lower levels,

This concludes the tutorial.

Name/Note
Kinghomscr, lke L
AUTO APPROVAL - Hierarchy Rule - approved by ke L Kinghomser, |, Level 0

This Budget Transfer was auto approved on 06/22/2012 at 12:57:06 PM
* Once a Budget Transfer is approved at a level by an approver, all the levels up to
their highest level become approved.

Peterkascr, Heath L

REROUTED te Ramona K Borjasscr by Heath L Peterkascr Date: 06/22/2012 Time:
12:55:48 PM
Please review this entry.

30.00 50.00/201 ~

3

<|
5 records displayed

Refresh
hlotes

Attach
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