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Skyward’s Home Screen 
 

 

Novell User Id 

Novell Password 

Make sure 

Desktop View 

is selected.  



Chart of Accounts 
 
The Chart of Accounts displays a list of accounts to which an individual has access to in the District’s 
financial records. Use this area to view transaction details, postings, and balance information for specific 
accounts.   

Note: A menu path describes the path that should be followed to manuever  to a certain area in 
Skyward. The menu paths for the main Budgeting areas covered in this handout are provided for easy 
accessibility. 

The menu path for the Chart of Accounts is to click Financial Management, Account Management, 
Account Master, Chart of Accounts.  

 

 

 

Click Chart of 
Accounts  

Make sure 2012-
2013 is selected.  

Select Operating 
Statement 
Accounts view 

Click the arrow to the left of 

the account number to view 

detailed account information 

Use to increase or 
decrease the number 
of records shown in 
the browse.   

Use the scroll bar to 
view account fields 
related to the 
account number.  

Use the Filter 
option to adjust 
what is displayed 
in the Chart of 
Accounts 

Click Account 
Management  



 

 

 

 

Each of the sub-areas can 
be expanded by clicking 
the arrow or using the 
link to Expand All.    

Detailed Information for the 
chosen sub-area will display 
in the window below the 
account number.     



 Budget Transfers  
 

Budget transfers are used to transfer funds from one account to another showing a clear trail of 

funds. Click Financial Management, Account Management, Transfers, Submit Transfers. 

 

 
 

 

To add a new Budget Transfer: 

 

 
 

 

 

 

 

 

 

 

Click Submit Transfers. 

Click Add. 



 

 

 

 

 
 

 

 
 

 

 

Your default Budget Transfer 

Group should be displayed.  

Choose the Fiscal Year.  

The Description should include the Fund 

number, hyphen, and a general description of 

the budget transfer.  **The Fund number must 

be the first 4 characters of the Description.** 

2. Choose to Transfer From 

or Transfer To this account.   

3.  Enter the amount.  

1. Choose your account.   

4. Enter a description for this line.  



 

 

 
 

 

 
 

 

 

 

 

5. Fill in the next Transfer To or From account information.  

 

7.  If finished, click to 

submit for approval.   

8. If you will finish this 

transfer later click to Save 

and Finish Later.   

Once a budget transfer is submitted, it 

is waiting to be approved. Hover over 

the S to see the status.  

6. The Amount should always equal 

zero because the Transfer To(s)  

and From(s) must equal for all 

funds involved.    



Budget Summary Report by Cost Center (EGL 164) 
 

The following steps to access your cost center’s Budget Summary Report only need to be completed the 

first time you are printing the report. After the initial setting up of your report, you will only need to go 

into the Budgetary Data Mining area, highlight the report, and click print. Click Financial Management, 

Account Management, Budgetary Data Mining.  

 

 

 

Click Budgetary Data Mining.  

Change the Filter to All Users’ Reports  



 

 

 

 

 

 

2.  Created by 

WEEKLMEL000 

1.  Look for a 

report named 

EGL164 by 

Facility.  

3.  Click Clone.    

4.  Click Create Clone.    

5.  Click Back.    

6.  Once the screen has refreshed, click 

the back arrow.  



 

 

 

 

 

 

Change the Filter to My Reports. 

The EGL164 by Facility should 

now be in your report library.  

Click Print.    

Click Continue.    



 

 

 

 

Click Print.    

Select the Reporting 

Month. If you selected 

the Entered Month 

option, enter the month 

and year.   

You can either wait on this 

screen for the report to finish 

processing, or you can click 

Back. When the report finishes 

processing, you will be able to 

view it in My Print Queue.  

 

If you stayed on the screen, 

once the report has been 

generated, you can click View 

Report.  

 



 

 

 

 

 

If you chose to view the report later, 

from the Home tab, click on My Print 

Queue.   

Highlight the report, and click 

View.  

Your report will open, 

and you can click the 

Print icon to print your 

report.  


