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School Business Suite

Additional information about these and other changes is available via the Release Notes
area of Skyward's Support Center. To see only the Key Features, select “Yes” from the Key
Feature drop-down list on the Release Notes filter screen. Verify that the Release selected is
05.17.02.00.00 - February 2017 Release PMP0O AddendumO, and that the option to “Include
Future Release Notes” is checked.

A link to this information has also been added to the Software Update Notes section of the
Skyward Documentation (SkyDoc).

February Release and Addendum 01
Addenda 02 - 04 - None

Addendum 05

Addendum 06
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February Release and Addendum 01

Task Manager

PR 3072097: Added Ability to Assign to Individual Group Members
(PS\TM\FH\PR)

The capability to assign steps to selected members of a group has been added to Task
Manager.

Navigate to Product Setup > Task Manager > FIN/HR Tasks > Processes.

Skyward System Data Student Human Financial Employee Task
Y| Contact Access = Administration = Administration | Management | Resources | Management | Access MIELELGS

Q
» Task Manager + FIN/HR Tasks » Student Tasks
Processes L
Tasks 'ID
View Tasks LE|

On the Processes browse, add a new process or select an existing one. Select the Step
Maintenance button.

< H Processes ﬁ’ ﬂ f.}'Favorihesv ‘T_-I Mew Window lﬁ'My Print Quey
Views: [General w| Filters: [*Skyward Default w| Y W = [&l Add
Area a Description Status | Organization Chart Edit
> Employes _Enplovee bxt rocesTec I -
P Employee New Hire Process Time Off Org Chart
Clone
Siep Mainfenance
Create Task
View Tasks

Other than the first process’s initiator step, select or edit a step of the process.

< Step Maintenance ﬂ f.}'Favorihesv ‘T_-I Mew Window lﬁ'My Print Que:
Employee Exit Process - Tech
Views: |General v| Filters: |*Skyward Default v| m @J [& Add
Seq . | Task Summary Assign To Reference Program Custom Screen Edit
» 1 Employee Terminated - Tech Process's Initiator Delete
» 3 Recover Equipment Tech Validate
» 4 Delete Phone Setup Tech
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When Assign To is set to Select a Group, and a group is chosen, then the new Assign to
individual members of group option is available.

As noted in the tool-tip, if you would like the assignee to select an individual from the
selected group when they complete their task, then check this option.

Process Step Maintenance W T
Process Step Maintenance
* Parent: v
P = Assign To: [ [Select a Group] M
Group Selectior: [Tech v [ 1 this option is checked, then assignees of the

b M Assign to individual members of group parent step can select individuals from the group
to complete the cument step.

When an assignee finishes their task and it is ready for the next they must select at least
one assignee. Click the Select assignees link.

TM Process: Employee Exit Process - Tech - I
Employee: AARONLUCO00 |Aaronsonscr, Lucio J Process to remove employee
5. Choose Next Task Employee
Select the Next Task Terminated - Tech
Select the button below to create the Next Task: 1.  Select Employee
Inactivate System Access 2. General
{Tech)
3. Notes
Select assignees for Inactivate em Access (Tech):
4. Attachments
5. Choose Next Task

A browse with the group members displays. Select the name to assign the task to then
select Save.

Select Assignees T IR T
Group Members B Save
Select .« | Mame Mame Key Back
S o Gt peLascorono |
Geringscr, Libby J GERINLIECOOO

|:| Heartscr, Noemi N HEARTHOEOQOQ

L] Medelscr, Faith T MEDELFAIOOO

Il Titoscr, Tyree K TITOSTYROOO
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With the individual chosen, you can then select the button as prompted to create the next
task for the assignee.

Select the button below to create the Next Task:

Inactivate System Access
(Tech) )
Select assianees for Inadtivate System Access (Tech):
Delascr, Cornell X

Now from Cornell’s Task Manager we can see the task is assigned to him accordingly.

€ Task Manager (1)
Date Task Summary Subj

[E] Wed Jan 128 &:0lamlnactivate System Access Aaronso

Comell X Delascr has been assigned to Inactivate Syste
Access for Lucio J Aaronsonscr.

Process description: Employee Exit Process - Tech

The process was initiated by: Tyree K Trtoscr

< N >

LAY
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Budget Management

PR 2816554: Budget Revisions and Transfers Import Available ( WF\AM\BM\TR)
The import process for budget revision and budget transfer detail lines is now available.

A new configuration option was added to the Budget Transfers Setup Options screen to
allow the import of detail lines on a budget transfer. If the option is checked, an Import
Detail Lines button will be available on the budget transfer add/edit screen.

A new Budget Revision Setup Options screen was created. The only option currently
available on this screen is to allow users to import detail lines on a budget revision. If the
option is checked, an Import Detail Lines button will be available on the budget revision
add/edit screen.

Budget Transfers Setup Option
Navigate to Web Financial Management > Account Management > Budget Management >
Product Setup > Transfers > Configuration > Budget Transfer Setup Options.

Home «

. . ‘ Vendors = Purch

< i | Product Setup 7

= —J Budget Management
E+ ] Codes
._‘| Configuration
'".J Revisions
=15 Transfers
-] Codes
=15 Configuration
----- [ Budget Transfer Groups
----- { | Budget Transfer Setup Options

This can also be accessed from:

e Web Financial Management > Account Management > Budget Management >
Transfers > Setup > Configuration.

e Product Setup > Financial Management > Account Management > Budget
Management > Transfers > Configuration.

Select the new Allow users to import detail line items on Budget Transfers option then select
Save.

Budget Transfer Setup Options m 1 o
Budget Transfer Setup Options Save
Use Budget Transfer Groups. Back

Use Budget Transfer Approvals with Budget Transfer Groups.
Allow reroute of Budget Transfer approvals to another user.
[ Run Accounting Update on Final Approval.
Allow users to import detail line items on Budget Transfers

Note:

The 'Use Budget Transfer Groups' setting may not be disabled when Budget Transfer Groups exist.The 'Use Budget Transfer Approvals with Budoet Transfer
Groups' setting may not be changed when Budget Transfers exist with a status of WIP or Submitted.
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Budget Revision Setup Options

Navigate to Web Financial Management > Account Management > Budget Management >
Product Setup > Revisions > Configuration > Budget Revision Setup Options.

Account
Managemenmnt

(]
=t

Home

L

< i~ Product Setup ¢

Elﬁ Budget Management
[#-"] Codes
|:| Configuration
=1-£3 Revisions
: -] Codes
EHEI Configuration

""" ] Budget Revision Setup Options

Vendors Purchi

This can also be accessed from:

¢ Web Financial Management > Account Management > Budget Management >
Revisions > Setup > Configuration.

e Product Setup > Financial Management > Account Management > Budget
Management > Revisions > Configuration.

Select the new Allow users to import detail line items on Budget Revisions option and then

select Save.
Budget Revision Setup Options (73)
Budget Revision Setup Options Save
Allow users to import detail line items on Budget Revisions Back

Revised: 1/18/17
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Skybuild Import Formats available for Budget Revisions and Budget Transfers
Navigate to Web Financial Management > Administration > Imports > Import File Builder

Home M;(:;;r:tent Vendors | Purchasing pEmiirs s emilns el

Custom | Federal/State A
Payable = Receivable =Asseis Damiy Hhan Reports | Reporting AL

4l Imports iy

B 5 Imports - M
----- “{ | Import File Builder - IF

! - T:?Favomesv sT__II‘Jelml‘u'llindm.\r

From the Import File Builder browse, select the Import Interface button. import
Interface

Budget Revisions Detail and Budget Transfers Detail are now available. Highlight the
interface then choose the Select button.

Standardized Import Interface Layouts Bg oo (7
Views: |General v| ﬁltefs;|*5kyﬁard Default v| hig @ - [& Seler.t
Interface a Description System Product Type Back

P BE Details Budget Enftry Details Finance Account Management

» Bud Rev Detail Budget Revisions Detail Account Management _

P Bud Tran Detail Budget Transfers Detail Finance Account Management

Back on the Import File Builder browse, you may want to set them to allow others to access
them. To set this, highlight then select the Edit button.

Import File Builder B@ s 7
Views: |General v| ﬁltefs;|*5kyﬁard Default v| hid @ - [& Import
Interface & Drescription System Product Type Allow Others Autu'nahed Created By

Add
¥ BE Details Budget Entry Details Finance Account Management O =
» Bud Rev Detail |Budget Revisions Detail Account Management _“ Ormandscr, Jeanna E Edd
» Bud Tran Detail  Budget Transfers Detail Finance Account Management Ormandscr, Jeanna E Delete

Select the Allow Other Users to Access the Import Interface option then select Save

Import Interface Maintenance

C N SR
Import Interface Options Save
System: Finance Back

* Interface Name: |Bud Tran Detail |
* Interface Description: |Budget Transfers Detail |
Product Type: |I§.c-::-::uunt. Management v|

(] Allow Other Users to Access this Import Interface

Automate Interface
(] Automate this Import Interface

Revised: 1/18/17
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Navigate back to Account Management > Budget Management then select either Budget
Revisions or Transfers.

Account . Accounts  Accounts Fixed
Vendors Purchasing Payable = Receivable =Assets Inventory  SBAA

4 Q " Financial Management Setup
\  Account Management Setup + Budget Management Setup
8 Budget Entry i
» Account Master Setup Adopt Budget {
» Requisitions
» Account Management Reporting + Revisions Setup
Budget Revisions L

Accounting Update - Budget Revisions
Update History - Budget Revisions

i

« Transfers Setup

Submit Transfers
rovals
Activity
Transfers
Accounting Update - Budget Transfers

o f o o f e o

Update History - Budget Transfers

Now, when you select a batch in WIP status and select Edit, or add a new budget revision or
transfer, the Import Detail Lines button is available. Select the Import Detail Lines button.

Edit Details K R RE
Batch Information Close
Fiscal Year: 2014-2015: July 1, 2014 - June 30, 2015 Edit
Batch Number: arh Report

Description: test

Detail Lines

Views: ‘General vl Filters: |*Skyward Default v‘ hid @ @e Add
Line # & | Account Description Debit Amount Credit Amount | Reference | Addtl Desc Edit

[ 3 2 10E005 1120 4100 12 000000 test 100.00 0.00 Quick Add

Import
Detail Lines

From the Format drop-down, you can now select the Budget Revisions Detail or the Budget
Transfers Detail option to run.

Import Options (102) B@ S 2
pllzvaure BE Details — BE Details - Budget Entry Details Run
Bud Rev Detail - Bud Rew Detail - Budget Revisions Detail k Back

Bud Tran Detail — Bud Tran Detail - Budget Transfers Detail o=
CR DTL - CR Details - Cash Beceipt Details
* File Location: | JE Details — JE Details - JE Details
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Budgetary Data Mining

PR 2629679: Favorites Option Added to Budgetary Data Mining Reporting
(WF\AM\RP\DM)

In Budgetary Data Mining, a column has been added to select reports as favorites (similar to
Employee and Student Data Mining). A filter has also been added to the browse to display
the reports the user has selected as favorites.

Navigate to Web Financial Management > Account Management > Account Management
Reporting > Budgetary Data Mining.

Home B2 M ;[;i;;;:ant Vendors Purchasing
Q
Account Management - AM Setup
» Account Master - CA Setup
« Account Management Reportin...
Budgetary Data Mining - DM LN

The Budgetary Data Mining browse displays. A Favorites column is now available so you can
flag reports as favorites.

< H Budgetary Data Mining w 3 E @8 77 Favoritesw 9] New Window lﬁ'My Print Queu:
: |21l Report Types ~ 3
&“*Ml U:ers v ;:ports V] | T W = & A.dd
View
Report Name & Report Title Created By Access | Report Type
1912 PRIVATE DETALED EXPENSE| & |BOLTETIN | R _|Revenug/opense Detal
» 2210-3300-01 Mileage Reimbursement - 2210-3300-01 Mileage Reimbursen] i UPHOFZANOOD R Revenue/Expense Detail Clong
P 2210-4400 Periodicals - Curriculum 2210-4400 Periodicals - Curriculum w UPHOFZANOOO R Revenue/Expense Detail
» 2210-7001 Non-Capital Improvement of 2210-7001 Non-Capital Improveme| 5% | UPHOFZANOOO R Revenue/Expense Detail Print
¥ 2230-3100-01 Assessment Professional ! 2230-3100-01 Assessment Professi w UPHOFZANOOO R Revenue/Expense Detail Excel
P 2230-4100-01 Assessment Materials 2230-4100-01 Assessment Material L UPHOFZANDOD R Revenue/Expense Detail
b 2620-3100 Data Warehouse 2620-3100 Data Warehouse W UPHOFZAN0OO R Revenue/Expense Detail Tﬁ;“;i:':ﬂ
» 2620-3300 Mileage Reimbursement Inst 2620-3300 Mileage Reimbursement w UPHOFZANDOD R Revenue/Expense Detail
» 2620-4100 General Supplies - Curriculun 2620-4100 General Supplies - Curri w UPHOFZANOOO R Revenue/Expense Detail
P 2620-6400 - Dues and Fees 2620-6400 - Dues and Fees x UPHOFZANDOD R Revenue/Expense Detail
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To set or unset a report as a favorite click on the star icon. To change your browse to list
only your favorites, use the Filters and select My Favorites.

< i = Budgetary Data Mining ¥ t @ 7 Favoritesw ] New Wind

_l**HY Favorites | |

Vi -[**My Eeports I V| =
@lioed *A11 Users" Beports hid m [E

*Nistrict Beport Templates

AT = Eport Title Favorite Created By Access | Report Type

b 1912 PRIVATE DETAILED BXPENSE (EX(| 1912 PRIVATE DETAILED EXPENSE| %  |BOLTETIFOD0 | R _|Revenue/Expense Defail

» 2210-3300-01 Mileage Reimbursement - 2210-3300-01 Mileage Reimbursem ] UPHOFZANDOOD R Revenue/Expense Detail
» 2210-4400 Periodicals - Curriculum 2210-4400 Periodicals - Curriculum ﬁ UPHOFZANDOD R Revenue/Expense Detail
» 2210-7001 Mon-Capital Improvement of 2210-7001 Non-Capital Improveme P UPHOFZANOOO R Revenue/Expense Detail
b 2230-3100-01 Assessment Professional ! 2230-3100-01 Assessment Professi ‘ﬁ' UPHOFZANDOO R Revenue/Expense Detail
» 2230-4100-01 Assessment Materials 2230-4100-01 Assessment Material S UPHOFZANDOO R Revenue/Expense Detail
P 2620-3100 Data Warehouse 2620-3100 Data Warehouse 4 UPHOFZANDOD R Revenue/Expense Detail

Views: |M1 Beport Types [ | v m
Filters: [ **My Favorites V|
Report Name & Report Title Favorite Created By Access | Report Type

1912 PRIVATE DETALED EXPENSE (DX 1912 PRIVATE DETAILED EXPENSE| —# |BOLTETIFOO0 | R_|RevenuefEspense Detal
» 2210-4400 Periodicals - Curriculum 2210-4400 Periodicals - Curriculum '{:}' UPHOFZANOOO R Revenue/Expense Detail
b 2620-3100 Data Warchouse 2620-3100 Data Warehouse {} UPHOFZANOOD R Revenue/Expense Detail

To set these favorites to be accessible from the Home screen, on the Home screen, select

. . Preferences
the Preferences option on the top right.

Under Navigation, select Display Data Mining Favorites in General Favorites Menu and then
select Save.

Dser Preferences C -3

Theme Color:

[CET o r SR ( Back |
(@Geen  [Opuple | @

-Reports-

O Display Open/Save Dialog Before Displaying Reports

O Automatically Open PDF Reports Upon Completion
Spreadsheet Format: [Microsoft Office 2002+ v

-Interface-

[ pim Background When Displaying Alerts

[ Maximize Large Windows @

M Look Up Accounts by Account Dimension @

-Browses-

O Automatically Display Popup Browse Details On Mouseover
O Display Browse Row Numbers E‘

[ bisable Student Indicators (7]

-MNavigation-

v Display Navigation Menu Paths @

use System Name For Home Menu @

%] Display Data Mining Favorites in General Favorites Menu
[] Enable Favorites Heads Up Display @

Revised: 1/18/17 Page 10 of 22 Version 05.17.02.00.00 and 05.17.02.00.01



KEY FEATURES - FEBRUARY 2017 RELEASE SKYWARD

On the Home screen, depending on your settings, there are two ways you can quickly
access the Budgetary Data Mining Reports you have set as favorites.

1. From the Favorites widget.
2. From the Favorites drop-down.

[

4 i ~ B Financial Management v & @ i7Favortesv
Budgetary Data Mining Reports

| Jump to Other Dashboards | M 1912 PRIVATE DETAILED EXPENS

*Calendar Budgetary Data Mining Reports 2210-4400 Periodicals - Curriculum ﬁ"ﬁ

EEral 1912 PRIVATE DETAILED EXPEN] 2620-3100 Data Warehouse o

Task Manager 2210-4400 Periodicals - Curriculun| Edit Favorites

Reset Dashboards Select Widgets || | 2620-3100 Data Warehouse ‘Ul | || # Product Setup
Edit Favorites

With either option, you can select the report icon to bring up the report parameter screen,
set your parameters and print your report accordingly.

Runtime Parameters (o IR
Runtime Report Parameters | Print I
Report Name: 2620-3100 Data Warehouse | Back |

Start Date: [06/30/2016 ||| Thursday
End Date: [07/01/2016 || ;3] Friday
[v] Print Title Page
] print Greenbar

Runtime Report Setup
P et
How do you want to change runtime setup? l SrameEs )
(O Use current setup - no change | Breaks |
(®) Change setup for this run only - do not save | Account Ranges |
() Change setup for this run and save setup (" Field Selecion |
LA EN19620-3100 Data Warehouse) |
I_ Sources |

Revised: 1/18/17 Page 11 of 22 Version 05.17.02.00.00 and 05.17.02.00.01
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Cash Receipts

PR 3212075: Set Tab Order Added to Cash Receipts Detail Entry
(WF\AM\GI\CA\CA)

Individual users now have the option to customize the tab order of the input fields in Cash
Receipts Detail Line Entry when in add or edit mode.

Navigate to Web Financial Management > Account Management > General Input > Cash
Receipts > Cash Receipts.

Home EJ M ;I[:;]:;Lm Vendors Purchasing "’E,‘;c;;'t',]f F’;?;?:;ﬁe jsligtds Inventory = SBAA
J Q +" Financial Management Setup
- Account Management - AM Setup » Budget Management - BM Setup
r Account Master - CA Setup + General Inputs - Gl Setup
¥ Journal Entry - JE Setup
» Account Hanaggnent REEI‘EI‘I... «Cash Receipts _CA Setup
L Cash Receipts - CA 1

Add or edit a cash receipt Detail Line Entry. Note that the system default tab starts on the
Account field. Select the new Set Tab Order button.

Detail Line Entry @ TS (2
5 Save
Batch Information =
Save and
Fiscal Year: 2015-2016: July 1, 2015 - June 30, 2016 Print
Batch Number: |15-00005 Clone &
Description: Recital Ticket Sales Increment
Clone & No
Increment
General Information Account Description Back
Bacl
* Line:
* pccount: | MEE Set Tab

Description: Order

Revised: 1/18/17 Page 12 of 22 Version 05.17.02.00.00 and 05.17.02.00.01
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The Customize Tab Order screen displays with the available input fields. You can move and
select per your preferences then select Save. You can Reset to the default at any time as
needed.

Note: The Receipt field will be on the screen for districts that do not use cash
receipt number groups but do allow change of cash receipt number. If a district
does not meet those criteria, then the Receipt will not be shown on the screen.

Customize Tab Order @ S

Fields Save

Move |Field/Button Name R | e

Back
++  |Line v
++ | Debit O
+ | Account V]
<-+ Description W
< | Addt Description ]
++ | Date O
< |Reference W]
+ | Project/Grant V]
< | credit ]
<-+ Name O
«p» | Bank Cash Account ]
«p | Payment Type V]
| check Number ]
+ | Clone & Increment button O
«p» [ Clone & No Increment button ]
++ | Save button 3!
(EED Save and Print button []
l%b Back button [

Note that the tab / cursor now starts per the new customized order.

General Information
* |ine: il
* Account:
Description:

Revised: 1/18/17 Page 13 of 22 Version 05.17.02.00.00 and 05.17.02.00.01
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Cash Receipts

PR 3212221: Option to Copy Amount on Clone is now Available
(WF\AM\GI\CA\CA\CA)
A new Data Retention option is now available for Cash Receipts that allows the amount field
to be copied or cleared when cloning a cash receipt. By default, the amount will copy when

cloning.

Navigate to Web Financial Management > Account Management > General Inputs > Cash

Receipts >

Cash Receipts.

Accounts  Accounts Fixed

Account .
Vendors Purchasing Payable = Receivable = Assets Inventory SBAA

J Q +" Financial Management Setup
\| Account Management Setup » Budget Management Setup
E » Account Master Setup ~ General Inputs Setup
» Journal Entry Setup
» Account Management Reporting + Cash Receipts e
Cash Receipts i

On the Cash Receipts browse select a cash receipt then select the Data Retention on Add

button.

Account . Accounts  Accounts Fixed Custom  Federal/State .. .
Home v Vendors = Purchasing Payable Receivable Assets Inventory = SBAA Reports Reporting Administration | Q

<4l | Cash Receipts vy

! ﬂ i:]’ Favoritesw ’tl New Window (o] My Print Queu
Wl

Views: [WIE | Filters:[*WIP — Current Fiscal Year Only v/| 9T I B & Add
L Fiscal Edit

Batch Description a Created Veart Rev Source Status JE Offze
Delete

Moniy Recapis [01/13/2007 Ja0152016 [No R W INo |
» 15-00004 Recital Ticket Sales 01/13/2017 20152016 No CR w Nao Clone
» 15-00005 Recital Ticket Sales 01/13/2017 2015-2016 No CR w No Report

Siatus
Change

Mofes

Attach

Generate
from
Reoccurming

Data
Retention
on Add

Revised: 1/18/17 Page 14 of 22
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There is a new Retain Amount on Clone option for cash receipts. When selected, the debit or
credit amount will be copied when cloning a cash receipt. If unselected, the debit or credit
amount is clear when cloning a cash receipt.

By default, the Retain Amount on Clone option is selected.

Data Retention on Add for Cash Receipts =
Retain Default Values Save
Description: [ | Back

Detail Line Description: [

Additional Description: ] |

Mame: ¥ -
pate: [
Reference: [¥] | |
Auto Batch Status: [ Butomatically promote from WIP to Batch status at the close of the batch.
* Bank Cash Account: [+ GEN w» GEMERAL BANK
Bank: Bank-007
Payment Type: |Cash v
Check Number; | |

Retain Amount on Clone:
Cash Receipt Group:

O 1 K]

100 - Front office LY

Asterisk (%) denotes a required field

Revised: 1/18/17 Page 15 of 22 Version 05.17.02.00.00 and 05.17.02.00.01
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Example: On the Detail Line Entry screen:
Detail Line Entry (110) (- IR I
. s
Batch Information =
Save and
Fiscal Year: 2015-2016: July 1, 2015 - June 30, 2016 Print
Batch Number: 15-00006 Clone &
Description: Monthly Receipts Increment
Clone & No
Increment
General Information Account Description Back
ac!
* Line: 10 EDUCATION FUND -
000 test
* Account: | 10A000 1010 0000 00 000000 - ,
Description: ithi s ‘ (ILIORRCAHINE G Bgil;'ez:b
[ ! 0000 ~
00

Addt'l Description: |

Name: -

Line Amounts

* Debit:
= Credit: 353.00

e With the Retain option flagged, when Clone & Increment or Clone & No Increment is
selected the clone will retain the debit or credit amount.

Line Amounts

* Debit: |

0.00

* Credit: |

353.00|

e With the Retain option unlagged, when Clone & Increment or Clone & No Increment
is selected the clone will clear the debit or credit amount.

Line Amounts

* Debit: |

0.00|

* Credit: |

0.00/

Revised: 1/18/17
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Credit Cards

PR 3220038: BMO Card Identifier Utility Moved to Credit Card Utilities
(WF\AP\CC\PS\UT\BC)

The BMO Card Identifier utility has been added as an entry in the Credit Card utilities.
Previously, users had to create an item under Product Setup, Fix Programs. In addition, a
new validation has been added; the system will not allow execution of the utility unless the
configuration option “Use BMO/Harris Bank Spend Dynamics” is engaged.

Before you begin, you may want to verify that the configuration to Use BMO/Harris Bank
Spend Dynamics is engaged. If this setting is not engaged, when you attempt to run the
utility a message will display.

The Credit Card Setup option to use BMO/Harris Bank Spend Dynamics
! must be engaged before this utility can be executed.

The option is found under Credit Card Setup, Configuration, Credit Card

Setup Options.

oK

To verify the setting navigate to Web Financial Management > Accounts Payable > Credit
Cards > Configuration then select Credit Card Setup Options.

Account
Management

Accounts
Payable

Home Vendors = Purchasing

4 i | Configuration iy

""" [ Go to Credit Cards Codes
=] Goto Credit Cards Utilities
= — Configuration

“~[] Credit Card Groups

) { ] Purchasing Vendor Cross Reference Setup

Credit Card Setup Options

Credit Card Setup Options

Wl Receive a summary email when you have unsubmitted Credit Card Transactions.
| Receive a summary email when you have Credit Card Transactions that are denied.
Receive a summary email when there are Credit Card Transactions Waiting Your Approval.

Email From: |Approval_Notification@USER.COM |
] use BMO/Harris Bank Spend Dynamics

Revised: 1/18/17 Page 17 of 22 Version 05.17.02.00.00 and 05.17.02.00.01
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To run the utility, navigate to Web Financial Management > Accounts Payable > Credit
Cards > Setup > Utilities then select BMO Card Identifier Mass Assign from File.

Account . LYl Accounts | Fixed
mv Management Vendors = Purchasing Recaivable Assels Inventory SBAA

Q " Financial Management Setup
» Accounts Payable Setup » Check Reconciliation
» Payment Processing Setup » Expense Reimbursement Setup
- Credit Cards Setup
Review/Submit Transactions Codes
Approve Transactions Cunﬁguratlon """ :
Activity Utilities

< i | Utilities ¥

[} Go to Credit Cards Codes

1:1 Go to Credit Cards Configuration
£ Utilities
| Generic Import

----- {] Import BMO-Harris Bank Credit Card Transactions

| BMO Card Identifier Mass Assign from File

[ ) Import Visa Format 4.0 Credit Card Transactions

-] Mass Delete CC Transactions

Review the Utility Parameters information, use the Browse button to pull in the file, and
check if you want to overwrite existing. When ready select the Run button to run the utility.

BMO Card Identifier Mass Assign from File B TS |2

Utility Parameters Bun
The BMO Card Identifier Mass Assign from File process reads a tab delimited file that consists
of redit card numbers and their assodated BMO Card Identifier. The utility updates existing
credit cards with the new BMO Card Identifier.

This utility does not create new credit cards.

Once the process is complete, a report is generated listing all records from the file.

The report lists updated credit cards and any errors/warnings associated with the credit card
or BMO Card Identifier defined on the file.

Back

*Hle: C:\Users\cathyd\Desktop\BMO SpendDynTest Split. TXT Browse...
Last File:
W overwrite existing BMO Credit Card Identifier?

Asterisk (*) denotes a required field

The process will run on the print queue. When it has finished processing, you have the
option to view the resulting report, or to back out.
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Accounts Payable

PR 3226549: Update AP Invoice Entry Vendor EEL (WF\AP\IE\IE)
The vendor EEL on the AP invoice entry screen has been updated to allow a vendor to be
searched by Vendor Name, Name Key, Vendor ID, SSN, or TIN/EIN.

Navigate to Web Financial Management > Accounts Payable > Accounts Payable > Invoice
Entry.

e Vendors  Purchasin R
¥ Management N Ppayable

Q " Fin
~ Accounts Payable - AP Setup ~Ch
Invoice Entry - IE T Che

Select the Add button on the Invoice Entry browse.

< H Invoice Entry ‘ﬁ' 3 E ﬂ Y:I’Favomesv {EINew Window lﬁ'My Print Quey
staus: FiscalYear: [A11 Fizcal Yeazs V]

Views: |Purchase Order v| F[Iters:l*sk'yward Default v| b @ E._] & Refresh
PO Number & Vendor Key Inveice Mumber Invoice Descripion Status Vendor Name Invoice Amount .|
» 0000000000 Yearbook Processing 20-20 PHOTOGRAPHIC 221.85 ’
» 0000000000 20-20 PHOOO |SB0312b Yearbook Processing History 20-20 PHOTOGRAPHIC 221.85 Miew

The Vendor EEL lookup now includes the ability to find a vendor by typing in the Vendor
Name (first and last), Vendor Namekey, Vendor ID, Vendor SSN, or Vendor TIN/EIN.

Invoice Master Information (92) @ T o
Invoice Master Information | Inveice Detail Lines/Accounting
Invoice Purchase Order Information Sa;z:”d
PO Number: [[ARAITNNN | View Vendor: HEFTTIRG
PO Amount: 0.00 Description:
Liguidated Amount: 0.00 Entered Date: Fiscal Year:
Remaining Amount: 0.00 Ship Date: Status:
Invoice Information
Back
* Vendor: | |v |
* Invoice Number: | | 1099: SetTab
* Invoice Date: [01/13/2017 ][4 Friday * Status: [Adding v Order
* Due Date: [01/13/2017 || 73] Friday * Batch Number:

e The EEL drop-down list will list results when searching by Vendor Name.

Invoice Information
* -
 Vendor: gmal] X|v

* Invoice Number: | 8Mmall business internet hosti [SMALL BUCOO]
Small green tres limitedscr [SMALL GROOO]

S8mall isp supplying internet [SMALL I5000]
small webhosting / design com [SMALL WEOOO]

* Invoice Date:

* Due Date:
Docerintions |
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e If no matching vendor is found a message displays, click OK then the Valid Remit To
Vendors/Payors Selection browse displays.

Invoice Information

* Vendor: (gmith

* Invoice Number

Message from webpage >
* Invoice Date
* Due Datg
Desaription | . TheVendor entered is not valid.

Invioice Amounts

Valid Remit-to Vendors/Payors Selection @M O o
Views: |General v| Flters: [*Skyward Default w| [ = @ Select
- I EBack

MName Address State Zip

Smx technologies limitedscr 8024 N. Saamble Avenue -EEI

Snuagsscr Lizzette H 7047 Scramble Avenue Scramble 55555

Sodenscr Sadye U 9012 N Scramble Avenue Scramble L 55555 I

Softprog net ltdscr 8065 Scramble Avenue Scramble L 55555 B

Software & hardware & service 8099 5. Scramble Avenue Scramble L 55555 B

Software and hardware designe 8140 Scramble Avenue Scramble IL 55555 B

e If multiple vendors have the same last name, first name, vendor ID, SSN, or TIN/EIN
a prompt displays listing the matching vendors and what vendor will be selected.

Invoice Information

* Vendor: |n g g computers Itdscr ~|A & G COODO 1558 S Scrambls
Scramble IL 555
* Invoice Number: | | 1099: 00-0004868 Phone:

* Due Date: [01/13/2017 || Friday

Multiple vendors found with TIN/EIN 00-0004868:

Description:
A & B CO000
A & G CO000

Vendor A & G CO000 was selected.

Invoice Amount:
Adjustment: Amount

Discount: | 0.00|[Amount V|

Ok

o If the user performing the search does not have access to confidentiality fields then
the SSN cannot be searched on.

e If a SSN is entered that is for a vendor that is also an employee, the vendor will not
be found as these vendors have their SSN confidential on the Vendor Profile screens.
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Addendum 05
eCommerce

PR 3192359: Connection, Inc. Added to eCommerce (WF\PU\PS\CF\EC)
Connection, Inc. has been added to our list of online vendors. To get set up with an account
and for eCommerce configuration information, please contact:

Maureen Gallagher - B2B Specialist
Maureen.gallagher@connection.com
800-800-0019 x33176

Account
Home = Management Vendors

Navigate to the eCommerce Configuration: Financial
Management > Purchasing > Setup > Configuration and select
Ecommerce.

Purchasing

<4l Configuration iy

L] Go to Purchasing Codes
~{] Go to Purchasing Utilities
EH3 Configuration

ice To
[ -[] ECommerce
Group Access by Person

Connection, Inc. has been added. Select the Connection banner to access the setup screen.

) eCommerce @S (2
Connection Setup Back
Webspeed Service: https://skyward.lz95.0rg/scripts/ cgiip.exe/WService=11252web/ Edit

Proxy Information:
eCommerce XML Flles: ] Retain eCommerce XML Files - Debug Use Only
O Use Work Directory [2]
@ Use UNC Path [Z]

UNC Path (\\servername\directory!): \\fps\g\NBK\U\BenP\eCommerceXML

Click on an image to go into the setup for the eCommerce Site

amazonbusiness - ®5%¥ EDUCATION COWG)

Baker Office Products

Complete Office | |CONNECHION  wesaverr {Qdalco DeLL

af Wisconsin Making You Shine

On the Connection Setup screen, select the Edit button.

Once you have your connection information (URLs, Login, and Password), you can submit a
Service Call to Skyward if assistance is needed in setting up the eCommerce configuration.

Setup @ U 4

Connection Setup Back
Login:
Password:

Edit

PunchOut Link:
Order Link:
Vendor:
Automatic Line Items: [] Do not automatically create a line item for the shipping information passed back
[ Do not automatically create a line item for the tax information passed back
not send a confirmation email
nd confirmation email to the person that submits the order™
nd confirmation email to the person that created the order™
signate an email address to send all order confirmation emails:

Order Confirmation:

*If the user does not W[ an email adgress set up then it will default to the designated email address.
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Addendum 06
eCommerce

PR 3249217: Challenge Office Products Added to eCommerce
(WF\PU\PS\CF\EC)

Challenge Office Products has been added to our list of online vendors. To get set up with
an account and for eCommerce configuration information, please contact:

Mike Barbosa mbarbosa@challengeofficeproducts.com, 713-644-4007
John Barbosa jbarbosa@challengeofficeproducts.com
George Root, QA groot@ecisolutions.com, 274-5245 x73870

e Account
¥ | Management

Navigate to the eCommerce Configuration:

Vendors

Purchasing

4l Configuration iy

O o v porchem Web Financial Management > Purchasing > Setup >
0 to Purchasing Codes . X
L) Go to Purchasing Utiities Configuration and select Ecommerce.

=] Configuration
im[' ice To
[ -1 ECommerce
-L] Group Access by Person

Challenge Office Products has been added. Select the Challenge banner to access the setup
screen.

eCommerce [ IR

Connection Setup
Webspeed Service: Edit

Proxy Information:
eCommerce XML Files: 4] Retain eCommerce XML Files - Debug Use Only
' Use Work Directory il
() Use UNC Path
UNC Path (\\servername\directory\):

Click on an image to go into the setup for the eCommerce Site

amazonhusiness s #%% EDUCATION cowg)

Baker Office Products

l:-' Complete Office | |CONNECLION™  wesalverr {dalco

Making You Shine

On the Challenge Setup screen, select the Edit button.

Once you have your connection information (URLs, Login, and Password), you can submit a
Service Call to Skyward if assistance is needed in setting up the eCommerce configuration.

Setup (107) @ o o

Challenge Setup Back

Login: Edit
Password:
PunchOut Link:
Order Link:

Vendor:
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