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Overview

Skyward has powerful reporting and data mining tools built in that can assist you obtain data that you
require to perform your job duties. This tutorial instructs you on basic budgetary data mining from
Skyward on a demand basis.

Please note this is a primer and basic and you will acquire greater skill and better results the more you
apply these lessons and work within the system. Additionally, as in all areas of Skyward, the data you
can pull from the system and have appear on reports will be limited by your security settings and
location.

Step 1: Navigate to Financial Management main screen.

Budgetary Data Mining is generated under the Financial Management Module. Verify that you are in
the Financial Management Module.

NAVIGATE TO THE FINANCIAL MANAGEMENT MODULE
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From the Main Screen

1a) Click oNJump 1O OTHER SysTEmS: Financial Management; or,

1b) Click the m‘ Button and select Financial Management from the selection of systems.
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*PLEASE NOTE: The number of buttons you may see across the top of the screen next to the Home
button m' , will vary dependent upon your security settings.

Step 2: Select Account Management

7~ Hemando County School Board, FL

JosephAmato  Account | Preferences | Exit | (2| 2
SKYWARD
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~ Account Management Reportin... Accounting Update - Budget Revisions - AUT| L 4 Product Setup Home o
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P Approvals - AP € WH
Other Reports - OR « Activity - AG o
WHABIDE
Hernando County School Board, FL Joeni AT Sccftt| koS IE L2 o
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Home Vendors  Purchasing Payable | Receivable | Assets Inventory Reports Reporting Administration | Q
Q o* Financial Management Setup | © [ @R varaortess §]New window gy Print Queue
Account Management - AM Setup ~ Budget Management - BM Setup ~ Project/Grant Management - PG
Budget Entry - BE 3] Project/Grant Entry - PG g I ARy
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Budgetary Data Minin L3 Update History - Budget Revisions - UH ] Ps
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Step 3: Create Budgetary Data Mining Report

3a) Select Add to create new Budgetary Data Mining Report
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Hernando County School Board, FL L o i B Wt B o | B
SKYWARD
Account Accounts | Accounts | Fixed Custom = Federal/State = =
Home w Vendors  Purchasing Payable Receivable = Assets Inventory Reports Reporting Administration | Q

<l Budgetary Data Mining ¥ | © [ mh irrowitesw §New wandow Zp My Pt Queve |

Views: | A1 Report Types

Report Name & Report Title Favorite | Ci Select Add to LT,
D e s e Create New Report
» 0331 0331 w q (
¥ 2131 Health Ins 2131 2132 Health Ins w A 2,710
» 2300 Health Insurance Expenses &  GORESLFIOO0 R Revenue/Expense Summary 1,948 ( et )
» 9410 cost center Budget Status Summary ﬁ GORESLEI000 M Revenue/Expense Summary 4,575 T‘
» 9910 cost center Budget Status Summary W GORESLEIOOO M Revenue/Expense Summary 4,574 S
» BUDGET FUNC/OBJ SUMMARY BUDGET FUNC/OB) SUMMARY f,i NASH JOH000 M Revenue/Expense Summary 1,239 T
¥ BUDGET FUNC/OBJ SUMMARY BUDGET FUNC/OB) SUMMARY S SITTIKEN0OO M Revenue/Expense Summary 1,304 e
» BUDGET FUNC/OBJ SUMMARY DEBT ~ BUDGET FUNC/OBJ SUMMARY W SITTIKEN0OO M Revenue/Expense Summary 1323 Reniaen)
» BUDGET FUNC/OBJ SUMMARY FUND 11 BUDGET FUNC/OB] SUMMARY % SITTIKEN0OO M Revenue/Expense Summary 1,838
» BUDGET FUNC/OBJ SUMMARY GENFUNI BUDGET FUNC/OB SUMMARY W SITTIKENOOD M Revenue/Expense Summary 1,305 T%g"gg‘;t’n
» BUDGET FUNC/OBJ SUMMARY SPEC RE' BUDGET FUNC/OB] SUMMARY ¥ SITTIKENOOD M Revenue/Expense Summary 1,360
» Budget Status 0251 AP Budget Status 0251 SITTIKEN0OO R Revenue/Expense Summary 2,294
A Y I SIS S e T

3b) Type in a unique Name and Title for the Report

Hernando County School Board, FL
SKYWARD

< . Budgetary Data Mining - =

Report Report Information . o
Information * Report Name: | I Type Ina Unlque d |

Parameters * Report Title: | Name and Title for |.
Breaks * Report Type: ‘ Revenue/Expense Summary v ‘ the Report :

* Add Report For: | AMATO JOSEPH |* |/AMATOJOS000 |
Account Ranges

Field Selection

Asterisk (*) denotes a required field

3c) Select the type of Report Desired from Dropdown

b
SKYWARD

Hernando County School Board, FL

< Budgetary Data Mining

Report Report Information
Information * Report Name: |TEST

Parameters * Report Title: [TEST
* Report Type: | Revenue/Expense Summary

Select Type of
Report

Breaks

* Add Report For: Revenue/Expense Detail
Account Ranges

Revenue/Expense Summary

Field Selection Asterisk (*) denote:

Balance Sheet Detail
Balance Sheet Summary
Combined B/S and 0/S Detail

Combined B/S and 0/S Summary
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3d) Click Save and Add Parameters

o Hernando County School Board, FL
SKYWARD

o Budgetary Data Mining

Report Report Information Click Add and
Information * Report Name: Save Paramete rs S

. Add
Parameters * Report Title: I: Parameters
Eireais * Report Type: | Revenue/Expense St Back
* Add Report For: |AMATO JOSEPH |* |/AMATOJOSD0D |

Account Ranges

Field Selection Asterisk (*) denotes a required field

3e) Select the appropriate parameters for the report then click Save and Add Breaks

Hernando County School Board, FL
SKYWARD

~ Budgetary Data Mining

penoit jort Name: |TEST .

Informatio Select port Title: [TEST C“Ck Save
Parameters port Type: Revenue/Expense Summary and Add

Breaks Breaks

Account Ranges

Notes: Save and
Add Breaks

Field Selection
&

o *Camenlber Funds Sy g | Report access for other users |

° * Budget Status: f-\ll Accounts v E] ® gga?j(:j: o

o * Print Detail: ® Yes () No Modify

° ’ Detan-l Spacing; | Single hid ‘ Addt'l printing prompt for current user .
PRRTHRE Ve S Open Account Range Filter screen o

° * Suppress Zero Amounts: () Yes @ No

| Account exclusions
o Exclude accounts that have | no activity for the month selected v |

Asterisk (") denotes a required field

1. Type any Notes in the first box. This is an area for reminders that indicate the use of the report.

2. If Consolidate Funds is set to Yes then the sorting of the accounts will ignore the Fund. Example:
10E001 2660 00 and 20E001 2660 00 are not sequentially next to each other, however if
Consolidate Funds is set to Yes, then they will appear near each other since the sorting of
accounts will begin at Location instead of Fund.
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Budget Status, you can Select All Accounts, Unexpended Balance - Revised Budget - Activity or
Unencumbered Balance — Revised Budget — Activity — Encumbered Amount.

Print Detail works with the Breaks tab to the accounts that display. By selecting Yes, every
account in the range will display. By select No, the report will only show subtotals based on the
breaks that have been setup. For example, a user could roll up each Fund and Location.

Print Totals prints a grand total at the very end of the report.

Suppress Zero Amounts leaves a blank space in place of any field that would be $0.00.

Account exclusions allow for additional account exclusions. Check the box and then select from
the drop-down menu.

Report Access for Other Users, if selected allows others to see and run your reports.

If checked Addt’l Printing Prompt for Current User will force the user to select an account range
before printing.

3f) Select the Sequence from the Drop Down if applicable then enter the Breaks as needed, then Click
Save Breaks and Add Ranges (If you do not need to make any changes here just Click Save Breaks and
Add Ranges)

Hernando County School Board, FL

SKYWARD
o

Budgetary Data Mining

Report Name: |TEST
Report Title: | TEST
Report Type: Revenue/Expense Summary

Breaks
Sequence: |R - Regular account sequence v o Save
° Breaks and
Add Ranges
Fund i Func Obj Fac Proj Subpr Prog Back

Break Levels to include in processing Bicak lsvar AithEies

Break: | Single v

Heading:  Yes No o

Separator:  Yes No
Dbl Underline:  Yes No
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3g) On the Account Ranges field set the subset of fields that you wish to see on the report. If you wish
to see all your accounts, skip to the next step. Once you set ranges then click Save Ranges and Add

Fields.

- Budgetary Data Mining

Report Report Name: | TEST

Information Report Title: [ TEST

Parameters

Breaks

Account Ranges
Account Ranges

Report Type: Revenue/Expense Summary

Low High
Field Selection Category: | | |zzzz7777 |
Group: | | [zz-zz-7777
Account Status: '® Active and Inactive Active

Operating Statement Accounts

¥ Expense ¥ Revenue

Low Account: 0000 * 0000 0000 0000 00000 00000 000
High Account: 9999 * 9999 9999 7777 77777 77777 77i

Dimension Low High
Fund: [0000 | [9999
Type: * i

Function: 0000 19999
Object: |0H{)D_i 'PQ_Q_QE_\
Facility: | B
Project:

Subproject:

Program: [00000 |[7z7z7 |

<D

Inactive

Click Save
Ranges and
Add Fields
o i P
Set Ranges and
Filters as
Needed

Include Filters for Operating Statement Accts

Add

| Exclude Filters for Operating Statement Accts

Add

* PLEASE NOTE: No matter what you specify in the ranges, you cannot receive information on accounts
if you do not have access to those accounts.
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3h) Select the Fields to include in the report. Add and Delete fields in the Fields to Include in Processing
Field, then select the Display you need, then Click Save and Back.

/f’- Herando County School Board, FL
SKYWARD

4  Budgetary Data Mining

Report Report Name: |TEST

Information Report Title: | TEST

Parameters Report Type: Revenue/Expense Summary
Breaks

Field Selection

Account Ranges

Click

Save and| @ 57

Back

Back
Fields to include in processing
SEIECt the Account Number = Select i
F. Id t | Feds Field Parameters
leldas 1o ___
5 | Remove | Description: Account Heading
InCIUde In el Heading 1: | |
the Report | %%';:f Heading 2: [FundTFunc Obj Fac Proj Subpr Prog

Length: |—37|

©

Display

'® Number

') Description

' Short Description

Select the
Display

Report Width
Report Width: 37

Asterisk (") denotes a required field

Step 4: Print Your Budgetary Data Mining Report

Select Print to create a .pdf report or Excel to export into an Excel Spreadsheet.

Hernando County School Board, FL
SKYWARD

Account
Home v Vendors = Purchasing

Accounts  Accounts Fixed Custom = Federal/State

Payable Receivable Assets inventory Reports Reporting Administration | Q
~ Budgetary Data Mining
Report lete Clone Back
Information A :
Report Name: TEST C||Ck Pl'lnt or Erint
Parameters & Tade: [FESE E '
eport Title: Excel
Breaks Xce
Report Type: Revenue/Expense Summary
Account Ranges
Field Selection Field Selection
Edit
Views: All Field Selections v  Filters: *Skyward Default ¥
# a Field Heading 1 Heading 2 Type Combo field Calculation Len Format
1| Account Number | | FundTFunc Obj Fac Proj Sub | | 37|




