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Budget Approvals
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General Information

The Frontline Procedures section of this manual provides screen prints of various inquiry and report screens to assist
with processing transactions and running various reports.

Getting Started

Logging in to Frontline

Frontline can be accessed through the District webpage.
1. Log into Frontline using Google Chrome
2. Select Staff
3. Select Teams(now Frontline) Login
4. Enter the User ID and Password (same as Universal Password)
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#A  DISTRICTINFO  DEPARTMENTS  EMPLOYMENT STUDENTS  PARENTS  COMMUNITY  CALENDAR O\ I

Staff Directory

« ClassLink

» Curiculum Comer

- Discrimination/Harassment

H
= Home Visits (Internal Use)

J

+ Job Deseription Administrators

+ Job Description Verification

HoJ M

+ Professional Leaming YouTube Channel

R

+ Raaliee

s

« schoolDude Login

« schoolbude work Order

« SchoolStatus

Popular Links 4

Sign in

), sername@galenaparkisd.com

Can't access your account?

Sign in with your full email address
(username@galenaparkisd.com) and your universal

- Eduphor - Manage Your Universal Passwor i
R AL Pl password. For login questions, please contact the
« Employee Handbook - English 0 « Skyward district help desk at 832-386-1500.
+ Employee Handbook - Spanish - Office 365 T
+ Onbats Suite « Teacher Grade Change Request

G% Sign-in options

« Teams (now Frontiine) Login

« GPISD Google Apps P

Security Alert: Do NOT share your log in with anyone and do NOT accept or use anyone’s log in.

Galena Park Independent School District

ERP

NAVIGATION ) @ CV - TESTING ENVIRONMENT / GalenaPark

% Home L U e
My Entry Points
‘7)) Dashboards > - :

My Entry Points | Information Center

¢ Favorites >

¥ A £

) Recent tems

Menu options vary based on

Report Profiles

frontline

your assigned security roles educatitng

Report Queue

3] Open Altsrnate Window

2] My Service Cent
(2] My Service Lenter Employee Service Center Substitute Management Mileage Reimbursement

& Switch to High Ceontra..
Requisition Lookup Time Card Approvers Applicant Search

My Requisitions Cash Receipts Budget Allocation Preparation

Last log in: 01/25/2019 at 11:30 AM Support code: Home.Jsp

After accessing Frontline, the Frontline Home Page Appears. This Frontline Home Page varies according to

assigned security roles.

Frontline Account Code Structure

Below is the Account Code Structure used in Frontline, see Section 17: Account Codes for more detail. The delimiter

between elements of the account string is a period (.) and no longer a dash (-).

Fund Func b Sub org PIC BMgr Proj Year

Owner

=]

. | ko ke | . | ok ke ck || ED 15

[=]

FEIMS: N/A
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Creating a Desktop Shortcut for Frontline

1.

2.

Choose Google Chrome as default internet browser.

a.

'

Select a browser and open it. If the browser is not already the default, it will likely ask the user to
set it as the default

Google Chrome

G Google Chrome isn't your default browser. | Set as default | | Don't ask again

Right-click on the computer’s desktop to show the options shown below
a.

b. Click Shortcut

Place the mouse arrow over New

c. The Create Shortcut Wizard window will open
Folder
View b E Shortcut
Sort by * AL Microsoft Access Database
Refresh & Bitmap image
Paste @] Contact
Paste shortcut M= Microseft Word Document
Undo Delete Ctrl+Z | & Journal Document
@Y Microsoft PowerPoint Presentation
(@) Graphics Properties... @ Microsoft Publisher Document
(el Graphics Options v | | TedtDocument
B3 Microsoft Excel Worksheet
E NVIDIA Control Panel 1, Compressed (zipped) Folder
Mew 4 Eﬂ' Briefcase
B2 Screen resolution
W Gadgets
& Personalize
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3.

In the field indicated below, enter the address as shown, then click Next.

5 Create Shortcut

What item would you like to create a shortcut for?

This wizard helps you to create shortcuts to local or network programs, files, folders, computers, or
Internet addresses,

Type the location of the item:

https://login.frontlinesducation.com/sso/galenapark] Browse...

Click Mext to continue.

Mext Cancel
In the field indicated below, enter ‘Frontline’, then click Finish.
What would you like to name the shortcut?
Type a name for this shortcut:
Frontline
Click Finish to create the shortcut.
Finish l I Cancel
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5. The shortcut will be added to the computer Desktop

Frontline Home Page, Navigation, Search and Customization

The Frontline Home Page has customizable options and a search menu items box.

ERP Galena Park Independent School Distnct

NAVIGATION (¢ ' @ ' Galenafark

) Home My Entry Points
“7) Dashboards > : :

) My Entry Paints  Information Center £
77 Favorites >

“D) Recent items

Report Profiles Frontline

Report Queue education..

il e

&

] Open Alternate Window

ped

My Service Center
Y Employee Service Center Substitute Management Mileage Reimbursement
Switch to High Contra.
Requisition Lookup Time Card Approvers Applicant Search
My Requisitions Cash Receipts Budget Allocation Preparation
Last log in: 01/25/2019 at 11:30 AM Suppert code: Home.jsp
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Frontline Navigation Bar

The Frontline Navigation bar is on the left side of the Home Page and has the following icons:

NAVIGATION '@'
Home
Dashboards
Favorites ?
Recent ltems ?

Report Profiles

Report Queue

Open Alternate Window
Time Stamp

My Service Center

@ br O @i EO XD B

Switch to High Contras...

Note: If you are not working
in any screen for 30 minutes,
you will be logged out.

Arrow collapses or expands the Navigation bar.

Home Button returns to the starting screen.

Dashboards navigates to any created dashboards.

Favorites quickly navigates favored entry points.

Recent Items navigates to recently used entry points.

Report Profiles will display reports that can be generated.
Report Queue for access to generated reports.

Open Alternate Window opens an alternate screen to work in
while retaining the main screen. The alternate screen will show
in the middle bar across the screen.
Time Stamp From this window you can submit a punch and view
your last eight punches, if your role is configured to allow you to
perform time stamp punches.

My Service Center navigates to the Employee Service Center.
Switch to High Contrast allows a user to switch between
Standard and High Contrast modes.
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Search Menu Items

At the top of the Home Page is a search feature for entry points. In the dialog box enter the desired entry point
and results with the keyword will be displayed for easy selection.

Q M = x

My Repaort Profiles

| My Accounts

i My Check Requests

My Query Builder |

Help Resources

The question mark icon located next to the Search feature will navigate a user to Help Videos, Information Center,
or information related to the Enterprise Resource Planning (ERP) system.

HELP RESOURCES

[ K] Help Video
E Information Center

0 About ERP
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Your Frontline Account

User Narme A

YOUR FRONTLINE ACCOUNT

o
=]
=]
O
c
-

Selecting the User Name will display the Sign Out option.

Notifications

m Notification Icon — a yellow circle will appear next to the icon m when new notifications are received;
examples include creation of a Purchase Order or Requisitions that need approval, etc. New messages will display

the "“E icon, indicating an unread message. Messages can be deleted once read by selecting a message and
choosing delete at bottom of messages.

Ribbon/Entry Point Customization

The following options pertain to the Ribbons and Entry Points displayed on the Home Page, and can be found on
the far right side of the screen, below the Notification Bell and just above the Frontline logo.

¥ A O &
Expand al Expand All Icon — Expands all menus to show all options.
v A O &

-l Callzpszall | Collapse All Icon — Closes all menus and hides options.

v 2 @ &
_ - | Tmestame | Time Stamp - Submit a punch and view your last eight punches, if your role is configured
to allow you to perform time stamp punches

¥y a O
cenfigur= Configure lcon — Opens the customization menu and has tutorial information. More
information on this coming soon.
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Last Log in and Page Identification

Last log in information for the user, and page identification name can be located at the bottom of the screen. When
encountering errors in the system, this information should be included when reporting the issue to Support Staff.

Last log in: 07/18/2019 at 11:00 AM by 133078 Support code: AccountTransactions.jsp

Configure Columns and Sort

Result screen columns can be configured as needed.

Click the icon next to Results.

- The options very depending on the screen.
> Sort... e  Sort will display a list of available columns to sort
by.
M columns ' e Columns will display all available columns. Use
' Filtering the radio buttons to toggle the column view.
_ e Filtering allows data to be filtered by specific
¥ Clear all filters criteria.
Manually resize columns e Clear All Filters will remove any filter settings
applied.

Columns can be manually ordered by clicking it and dragging to the desired location.

= Results

Account Number “ DOwner ” Year © Account Name “' Adopted

c%'} Budget

The down arrow provides additional options available to that specific column.

= Results

Account Number {5
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Right-Click Menu Options

On a results screen you can right click on any record to see the save or export menu

will be sent to an Excel or CSV file.

. All records that were loaded

= Results

Account Number

195.11.6112.0000.002.11.102.0000 102 2015

Owner ~ Year =

Account Name

Substitute Teacher Wages

! 155.11.6112.0000.002.
15%.11.6112.0001.002.
155.11.6112.0010.002.

19%5.11.6112.0016.002.

195.11.6112.0022.002

Save as C5V...
Save as Excel...
Export displayed to C5V

Export displayed to Exce

stitute Teacher Wages
stitute Teacher Wages
stitute Teacher Wages

stitute Teacher Wages

titute Teacher Wages

+ 4+ + + + 4+ o+

199,11.6112.0023.002.11.102.0000 102 2019

Substitute Teacher Wages

To see the print and print screen menu you right-click outside of the results area, either the top or bottom area on

most screens, to see the options menu:

Fiscal Year: % | 2019

Fund Func 0Obj
Account Number:
199 |. |11

Acct String:

Sub org PIC BMar

Proj Year Oowner

2019

+" | Display Accounts with no budget and no activity

Hide Accounts with no budget and no achivity

View Source
Live Source
Print

PriScn Portrait

Enable DB Column Info
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Search My Accounts

Account Detail

Navigate to the My Accounts entry point, either using the Ribbons or Search feature.

My Accounts

My f-‘«ccount%
Cash Receipt® Approval My -'“Dﬂl!ﬁi-'ﬁur"it%iI

Enter at least 2 digits into the account search criteria, then select Search.

Account Detail Account Transactions
Fiscal Year: % | 2019

Fund _ Func_ Obj Sub org  PIC BMgr Proj Year Owner

Account Number:
11 . . . . . 2019

Acct String:
+ | Display Accounts with no budget and no activity

Hide Accounts with no budget and no activity

m —

Accounts matching the search criteria will display and can be selected to access View Period Summary.

Account Transactions

Selecting the Account Transactions tab will provide search results with transaction-level details. Enter the date
range, at least 2 digits into the account search criteria, then select Search.

Account Detail | Account Transactions
Fiscal Year: * | 2019 Begin Date: % | 09-01-2013 m End Date: % 05-31-201%9 m
Type: Asset] Liability] Expense] Revenue Fund Balance
Fund Func 0Obj Sub arg PIC BMagr  Proj Year Qwner
Account Number:
. 1 . . : . : . m

The button can be ignored.
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Budget Processing

Enter a Budget Change Request

1.

2.

3.

4.

Navigate to the Request Budget Change entry point, either using the Ribbons or Search feature.

Budget Change Request

Request Budget Chang&

My Accounts

Q budget

Reguest Budget Change

Approve Budget Change Requests Approve Budget Change Requests

Select the fiscal year

Budget Change Requests  Maintenance History

Filter Criteria

Fiscal Year: * | 2019

Click Add

= Budget Change Requests

-

Fiscal Year Status

Approval In Progress

o g

Enter budget Change request details in the Maintenance tab:

a. Request ID is system generated, and will become the Budget Transaction Number once the

request is submitted

b. The Date field defaults to the current date, but a new date can be entered or selected from the

calendar if required.

c. Enter a short description for the budget change request

Enter more description in the Justification field

e. Enter the total Budget Change amount in the field labeled "Amount” (located at the top right

corner of the screen)

To filter the list of account numbers, press B2

> @ =

-
To clear the values from the element boxes, click "=
To remove an account, click @
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Note: The Auto Complete option is ON by default. When this option is on, the system will use colors to
validate the account number as you complete the account element boxes. If the labels of the element boxes
are displayed in orange text, then the system has found too many results to filter and you should complete
another element box. If the labels are displayed in green, you can either continue to complete element boxes
or click the icon to display a list of matching accounts and select one. If the labels are displayed in red, then
you have entered an invalid value in an account element box. If the system finds one exact match as you are
entering an account number, it will automatically complete the remaining element boxes. If you do not want
to use the Auto Complete option, click the Auto Complete link to toggle the option OFF.

j. Enter the Amounts to be decreased and increased

Note: Multiple accounts can be increased and decreased in a single request, but the total must match the
amount entered at the top of the screen.

k. To save the request without submitting, click “Save” at the bottom of the screen. Saved requests
can be edited at a later time.

I.  To cancel the request, click Cancel. Users will be returned to the Frontline Home Page without
saving the request.

m. Once the entry is complete, click “Submit” at the bottom of the screen. Note that a request
cannot be edited once submitted.

Budget Change Requests  Maintenance  History
Budget Change Request Details -
Request ID: 1 Amount: $0.00

Date: * = Unreconciled Amount: $0.00

Description: *

Justification: *

Decrease Accounts

Increase Accounts
Attachments -

Deleted Attachments a

Budget Change Requests that have been saved or submitted can be found in the Budget Change Requests tab.
Submitted requests going through the approval process will display the current status and the name of the next
approver.

(o 7 J e T

Note that the “Delete” button is locked. A Budget Change Request cannot be deleted.
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Review Budget History

1. Use the Budget Change Request menu to select Budget Request History Search

| Time Card Approvers > | | Budget Change Request - | | Substitute Management > |
| Employee Service Center B | Request Budget Change | Requisition Search i |
| Approve Requisitions b | My Accounts | Applicant Search b |
Approve Budget Change Requests
| My Position Inventory - | I Budget Request History Search I | Procurement cards - |
| Allocate Budget Owner Allocations - | | stipend - | | Wendor - |
| My Requisitions b |
Menu options vary based on your [Reports -]
assigned security roles.
| Volunteer A |

2. Use the SEARCH CRITERIA fields to enter the data to filter by.

a. Budget Trans #: The Request ID number becomes the Budget Transfer Number upon Submission
Requested By: Filter by the ID number of the employee who requested the Budget Transfer

c. Begin Date: Enter the start date for which the system should search for requests or click the [E-
icon to select it from the calendar

d. End Date: Enter the end date for which the system should search for requests or click the [E- icon
to select it from the calendar

e. Status: Filter by the status of the Budget Change Request (i.e., Denied by Validation Rules)

f. Organization: Filter results by a specific Organization

3. Click Search
Budget Request History

Search Criteria

Budget Trans #:

Requested by:
Begin Date: G End Date: G
Status:

QOrganization:

4. Double click on a request to display the Budget Change Request Maintenance tab and see details. When

finished, click “Return to Budget Request” button to return to the history tab.

5. If the status shows APPROVAL HISTORY, the link can be clicked to display the Budget Approve History
box. When finished, click “Close”.
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Processing

Vendor Search — Vendor Listing

Approved Vendors should be used for District purchases. Vendor Listing is a tool that will allow you to see the
vendors in Frontline that are already approved and what cooperative(s) they are on. This tool is updated monthly.
It can be found at GPISD Home Page-Departments-Purchasing-Approved Vendors-Vendor Listing or
https://www.galenaparkisd.com/Page/1153. A district log in is required to access the file once Vendor Listing is
selected. Choose Vendor Listing again and the current month spreadsheet will download in Excel

# Translate Sign In

Galena Park I.S.D.

It's All About Excellence

DISTRICT INFO DEPARTMENTS EMPLOYMENT STAFF STUDENTS PARENTS COMMUNITY CALENDAR Q

Jome / Departments / Purchasing / Approved Vendors

Popular Links &

Purchasing Approved Vendors
Department Homepage To verify the name of an approved Galena Park 1SD vendor, click the category description and search for the vendor name.
Vendor Information NUMBER CATEGORY DESCRIPTION EXPIRATION
3 R RFPMA17-012  Catering Services, Food, Restaurant, Fast Food 06/30/2022
e RFP 18-008 Fundraising Vendors 04/30/2021
Approved Vendors RFP MA17-010  General Retail I\:'Ierc‘handise 05/23/2022
RFP MA 18-012  Books and Publications 10/31/2021
Awarded Bids
Frequently Asked Questions Vendor Listing is HERE!
i Vendor Listing is updated on a
Cooperatives
monthly basis. Check it monthly for
Confiict o Interest % VENDOR LISTING y y
updated vendor information.
Contracts

April 2021 Wendor Guidelines

The first tab - Month Year, is a listing of approved vendors with categories. The second tab, Vendor
Guidelines, is to give specific details of how the vendor expects payments if other than a purchase order.
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Vendor Listing with Categories

Vendor Il Vendor Official Name |E| Category |E| Contract D |E| Contract Start Date E Contract End Date

A filter can be added to the first row to allow a better search option.

Vendor Listing with Categories

Vendor ID  Vendor Official Name Category Contract ID Contract Start Date Contract End Date
B01715 13000 Woodforest LLC Tax Refund Tax Refund [OPEN] [OPEN]
169137 1st Photo Texas, LLC Photos, Photography 17 TIPS 05/22/2020 05/31/2023
169137 1st Photo Texas, LLC Fundraising © "“1 06/12/2017 04/30/2021
14210 1st Source Parts Center Food Service Ea if ne/ (& 48 | | ‘ " [OPEN] [OPEN]
14210 1st Source Parts Center Maintenance, Operations  "103 | [OPEN] [OPEN]
B01819 2013 SWELLC Tax Refund Tax Refund [OPEN] [OPEN]
B02013 2015 PP Peterson Properties Tax Refund Tax Refund [OPEN] [OPEN]
79243 247 Security, Inc. School Bus Surveillance 26 - Safety (Fire, Security  [OPEN] 10/31/2021
79243 247 Security, Inc. Security, Fire, Safety & "6 [OPEN] [OPEN]

Create a Traditional Requisition

To purchase items using Frontline, you must create and submit requisitions to be approved by approvers and
analyzers so that it can be posted and invoiced. Traditional Requisitions require receiving before a payment can
be processed.

|T|me Card Approvers b4 | |Suhstitute Management - | | Employee Service Center - |
| Requisition Lookup hd | |A|J|J|icant Search hd | I My Requisitions - I
|Cash Receipts - | My Accounts

I Create Requisitions |

Create Check Request

Create Employee Advance/Reimbursement
Request

Create Non-Employee

- Advance/Reimbursement Request

MEI:'IU Optlonﬁ Vary based on your Request Budget Change

assigned security roles. Organization PO Search

My Employee Advance/Reimbursement
Requests

Requisition Search

Receive

Request for New Vendor

All Non-Employee AdvancefReimbursement
Requests

1. Navigate to the Frontline Home Page and locate the My Requisitions menu
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2. Select Create Requisition

Requisition Types

Requisition Type:  %|(@) Traditional (New) Fiscal Year: * | 2019
Warehouse (New) Process Lines *
Ye: @) No
Replenishment (New) Separately:
Saved Requisitions Confirmation Only: *(* )Yes (@) No
Project Cart Mame: * | Traditional Brooke Lakner 08-05-2019 Cart #3

Blanket

3. Select Traditional (New)

4. Cart Name: A Cart Name will auto populate, leave the cart name as it appears. (You will need
this to search your requisitions later.) The following information is defaulted in:

a. The employee’s name who is logged in
b. Today's date
c. The next cart numbers
Note: Cart Names are stored in numbered increments.

5. Select Continue
6. Enter the Category and Vendor fields. You can either choose the Category first or the Vendor.
a. Select a Category first: If you enter a category first, the vendor drop-down list is
populated with those vendors that are assigned to the category you selected.

b. Select a Vendor first: If you enter a vendor first, the category drop-down list is
populated with those categories that are assigned to the vendor you selected.

Tip: You can start typing in the box and information will populate.
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10.
11.

12.

Traditional Requisition Header

Category: # | E| Vendor:
Contract: # | E| Order From:
Requestor: # | E|
) ) Ship-To Receiving
Ship-To Location: | E
Group:

Messages

Add Line Items m

Select a Contract from the drop-down list. If a contract number is not provided on the quote,

contact Purchasing. Select

icon to choose a different contract if one is available.

Select Order From from the drop-down list if it is not already populated. Order from with a (P)

prior to the address indicates a paper Purchase Order will be printed. Order from with a (E) prior
to the address indicates the Purchase Order will be emailed by the system remotely to the vendor.

The Financial Clerk is responsible for following up with the vendor to ensure the PO has been

received.

The Requestor field defaults to the name of the person creating the requisition, but a different

name can be selected from the drop down list if necessary.

Select the Ship-To Location from the drop-down list.

Select the Ship-To Receiving Group from the drop-down list.

Click the = on the Messages panel to expand the Messages panel.

a. Toinclude a message to the Vendors, highlight 1. Available Vendor Messages to select the
appropriate message in the respective field and click the 2. Add button. The Messages listed are
titles, choose the appropriate Message for the time of year. Purchasing will update the dates
associated with each message.

Create Requisition | Lins Iteams

Traditional Reguisition Header

Messages h
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MAvailable Approver Messageaes Selected Apgrover Messages

Mwailable Buyer Messages Selected Buyer Messages

Available Vendor Messages Selected Vendor Messages

Lakar Day -
Spring Break 1
Sumimer Howrs
Thanksgiving Break
-

Weinter Braeak

13. Click the button. The Line Items tab is displayed.

Traditional Requisition Line Items

Split
Show Show Show
| L L e Accounts By ves ¥ o  Cart Total Amount: 50.00

mstalz e MO pegpe, VeSO M0 g Ves Mo

2

| Vendor Stock ) Long L Special - ) Total Line
as | Quantity Unit of Measure .| Justification . Unit Price | Unit Dscnt Accounts Type
Number Description Instructions Amount
Fav?
(10 0.00 0.00 0.00|(click to add an account) Traditional
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14. Show Install? field, indicates whether the item needs to be installed. If you select Yes, the Unit
Install column is added to the table displaying the line items. Enter the amount the installation
will cost in that cell of the appropriate line item.

15. Show Freight? field, indicates whether freight charges will be applied to the item.

16. If you select Yes, the Freight column is added to the table displaying the line items. Enter the
amount in that cell of the appropriate line item. You can select No, and add Freight as a line item.

17. Show Tax? field, defaults to No. Leave it at No; tax should never be charged.

18. Split Account By Type? field, indicates whether the unit price or discount amount needs to be
taken out of another account. If you select Yes, the Expense Accounts and Discount Accounts
columns are added to the table displaying the line items. Enter the amounts for each and add the
accounts to be charged.

19. Cart Total Amount field, will show the total of your cart as the requisiton is created. This field is
automatically populated and can not be changed.

20. Use the information in the following table to enter items you are ordering.

Note: Click inside the cells under the relevant columns to enter information.

Column Action

%]

=lect the check bowx in this column to sawve that line item as a favorite. The line item

15 added to the My Favorites tab when you click the Submit button.

The valuses maintained in the My Favorites tab are the ones captured at the time
Save As they are added. Some of these values, such as Unit Price, may have changed after

Faw? the item was added to favorites.

When you need to add that item later, click the | Add Line From Catalog | button to
access the Favorited Items tab. For more information about how to add favorited

items, see Adding Items from the My Favorites tab.

Cruantity Enter the number of items yvou want to purchase.

Enter the item's number.

Item Entering an item number that matches the item number used in the catalog
Humber populates all of the information for the line item except for the account. For more
information about adding an account, see step 26.
Urit of B -
Select hows the items are grouped from the drop-doesn list.
rMMeasure
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1 Enter a long description, 1000 characters maximum. This fisld may or may not
ong o o
- ot app=ar on the tab, as your district can choose to show onby the Short Description,
escription o
only the Long Description, or both.

L Enter an explanation for the purchase. The approver sees this explanation during
Justification )
the approval process. Explanations do not appear on the purchase order.

**Long Description Enter specific information regarding item being ordered You can copy
and paste items from the web or other sources by using ctrl c to copy and
ctrl v to paste.

**Justification If this is a Technology item enter specific information (this is an internal
field). Justification is required.

Specia Special Instructions print on the Purchase Order beneath their corresponding line
Instructions items.
Init Price Enter a price per unit.

Enter a unit discount. Unit discount can be entered vath a percent sign [36) which
Init D=scnt. will calculate the amount of discount based on the Unit Price, or you can add the

dollar amount of the discount.

**Special Instructions Quote number and/or Cart number must be included for the order to be
placed. Also, type the email address given on the quote, to verify the
purchase order is sent to the correct email.

If you have the same instruction for the entire purchase order, only add
to the last item on the purchase order.

Accounts

click to add an account) I

21. Click the hyperlink to include an account to the requisition. The Edit

Requisitions Accounts box will open up. Enter the account number, or click T2 icon to select one
from the Account Number tab (Use the grey scroll bar to see this option).
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Zyzilzble
Fund Func  Obj Sub Org FIC BMgr Proj Year Qrwiner Prect Amount Budget B:
100 0.00 50,00
PEIMS: N/A
) 100% $0.00
4
0k (save current line) Copy to ALL empty lines Cancel
Edit Requisition Accounts »
Lyzilzble
Obj Sub Org PIC BMgr Proj Year Owener Prect Amount Budget Balznce
100 0.00 50,00 Q i
100% 50.00

[ e |

Tip: Complete any of the boxes and click the search icon to filter the search. A list of budget codes will
appear for you to choose from.

22. The Percent (Prct) field is 100 by default. If you are adding one account number, leave 100 in the Prct
field. Enter another percent or dollar amount if you are adding two or more accounts.

Note: To delete an account, click the (n] icon.

23. Optional, click the icon to add another account number and dollar amount for the
requisition. Repeat 19 and 20, and ensure that the Percentage fields for all accounts equal 100 .

24. Click the . button to apply the account number only to the line item selected,

or click the sl hutton to apply the account number to all the line items in the

requisition which do not currently have accounts assigned to them. The account is added into the
Accounts column in the Line items tab.

25. Use the following to add line items
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a. Use the Add Line From Scratch button to add a new, blank line item. The account
number you have added will automatically populate in the other lines you add. Confirm
if that is the corect account number you are using.

b. Use the Add Line From Catalog button to add a line that was previously entered and
saved as Fav

26. To add attachments click the down arrow on Requisition Attachments and then click the icon
to browse for your saved attachments. If requisiton is utilizing a quote, the quote must be

attached. No Invoice should be attached to a requisition — send all invoices to
Accounts Payable.

27. Click the Submit button. A message will be displayed that tells you the requisiton was successfully
created, and asks if you would like to create another requisition.

Create Requisition I Line Items I
Traditional Requisition Line Ttems
Split
shew C Show & Show ® A ts B ® Cart Total A it $1.00
ccounts By ar ota mount: .
Install: Yes ~ No Freight?: Yes Mo Tax7: Yes  No ¥ Yes  No
Type?:
Save
) Vendor Stock ) Lang Spetcial o Total Line
as | Quantity Unit of Measure| Justification ) Unit Price | Unit Dscnt. Accounts Type
Number Description Instructions Amount
Fav.?
w |10 123 Assorted ftest test ftest 1.00 000 1.00(199.71.6395.0000.706.17.116.0000 - 104 Traditional
Requisition Attachments
File Description
Add Line from Scratch Add Line from Catalog Save Cart as Incomplete
I T

Note: Use the Save Cart as Incomplete button to save the requisition and complete it at another
time. When you want to continue creating the requisition, select Create Requisition, Saved Carts ,
Traditional (Saved) and Continue from My Requisition and choose the requisition you created and
saved from the drop-down list. Saved carts do encumber funds at the time they are saved. The carts
will be saved for 14 days and then they will be deleted and the funds will be added back to the
account.
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Select Requisition Type

Requisition Types
Requisition Type: ¥ . .
. VB Traditional (New) Traditional (Saved)
Warehouse (New) Warehouse (Saved)
e Saved Carts
Blanket
Save
a5
Fav.?
Note: When line items are originally entered and saved in the field, they are available for later

use. Click Add Line From Catalog, Click My Favorites to bring it forward, Highlight to select the item
from the My Favorite Shopping Carts list, choose your item and click the Select button. Click Return to
Shopping Cart. Your saved item will be added to the order. Your last entered quantity, account
number and unit price will be saved, so you will need to confirm any changes.

Add Line from Scratch Add Line from Catalog
Purchasing Catalul My Favorites |My History | Search Results

Furchasing Catalon | My Favorttes [Ny History | Search Resuls

My Favorite Shopping Carts v
Sort | Clear  Sorted by: (defaul)
Name Created On Requisition Type Furchasing Category ~ Created By Description Num Items

M 7] 7] o 7] H | g

record count: 0 of 0

(=]

Retum to Shopping Cart
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Traditional Requisition: Vendor Punch-out (Office Depot example)

Some Vendors in Frontline utilize the “Vendor Punch-out” method for traditional requisitions, where the user is
able to build their cart on the vendor’s actual website, with Frontline automatically importing the cart data to build
the requisition. Just like a Traditional Requisition, the items ordered require receiving before a payment can be
processed.

| Time Card Approvers b4 | | Substitute Management - | | Employee Service Center - |
| Requisition Lookup A | |A|J|J|icant Search b | I My Requisitions - I
|Cash Receipts - | My Accounts

I Create Requisitions |

Create Check Request

Create Employee Advance/Reimbursement
Request

Create Non-Employee

. Advance/Reimbursement Request

Menu Optlons vary based on your Request Budget Change

aSSiQHEd Security roles. Organization PO Search

My Employee Advance/Reimbursement
Requests

Requisition Search

Receive

Request for New Vendor

All Non-Employee Advance/Reimbursement
Requests

1. Navigate to the Frontline Home Page and locate the My Requisitions menu

2. Select Create Requisition

Requisition Types

Requisition Type: % (@) Traditional (New) Fiscal Year: ¥ | 2019
Warehouse (New) Process Lines *
Yes @) No
Replenishment (New) Separately:
Saved Requisitions Confirmation Only: * () Yes (@) No
Project Cart Name: * | Traditional Brooke Lakner 08-05-2019 Cart #1
Blanket

3.  Select requisition type Traditional and click Continue. *DO NOT SELECT BLANKET*

4. Enter the vendor name or Vendor ID#, Office Depot (PunchOut)
Note: The (eP) on the ‘Order From’
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Create Requisition | Line Items

Traditional Requisition Header
Category: * | Office Supplies| vendor: * | Office Depot Business Services Div. - 10132
Contract: % | 73-TCPN Order From: * | (eP) Office Depot Business Services Div. - Acct 88442561 6225 West By Northwest Blvd, Houston, TX, 77040

Regquestor: W% | Lakner, Brooke Elize - 107651
Ship-To Location: * | Administration Building - Ship-To Receiving Group: % | Warehouse

Messages

Complete all Required Fields:

e (Category
e Ship-To Location

e Ship-To Receiving Group

5. Click the Add Line Items Button
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Traditional Requisition Line Items
Cart Total Amount: $0.00
Save
Vendor Stock Unit of Long Special Unit Total Line
as Quantity Justification Unit Price Accounts Type
Number Measure Description Instructions Dscnt. Amount
Fav.?
[ 100 0.00 0.00 0.00 (click to add an account) Traditional i
Requisition Attachments
R
Drop files here
or use the Upload button to attach.
File Name Description Delete
| e
=3
6. Click on 'Add Line from Catalog’ at the bottom of page
FRONTLINE will automatically route you to the Office Depot Website as shown below:
Store Locator = Help~  Account04282125  Hi, PUNCHOUT USER  Logout
Taking care of business Order By ltem | My Lists
Office a 2 ® i= o Oltems
DEPOT Search by Keyword or ltem# Q My Account~ Ordeg Quick Order~ My Lists~ Gt - 0

Office Supplies Paper Ink & Toner

Breakroom Cleaning Technology Furniture School Supplies

Print + Copy Services

MY OFFICE DEPOT .

Message News updates

Last update by: N/A-Initialized

Recent Orders Pending Approval

No

You currently have no messages.

Shapping Lists

recent orders in the past 90 days.

View all order history

Hi, Punchout User
Logout

P

Account 04382135

New User Guide
Watch Demo

®

Canh@

Recently Viewed

=g

Order By ltem

Recent Searches

Helpful Links

We're here to help
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7. Search by item numbers or description of items and add items to cart

Store Locator Help - Account 04382135 Hi, PUNCHOUT USER  Logout

Taking care of business Order By ltem | My Lists
Office =
DEPOT . o ‘ Q a 2@ o =g tems
Search by Keyword or Item# My Account~ Orders+ Quick Orders My Lists~ Cart - 525-98

Office Supplies Paper Ink & Toner Breakroom Cleaning Technology Furniture School Supplies Print + Copy Services MY OFFICE DEPOT -

Home / Find Your Product

The item listed below was added to your shopping cart. Need Help?

* Email Assistance

- Your ® Phone Support
Description Price/unit Qty. . FAQs

§ i ® Z-Grip™ i i i $12.99 /pack
| . Zebra® Z-Grip™ Retractable Ballpoint Pens, Medium Point, 1.0 mm, Clear Barrel, Black Ink, 2 Customers who

tered Item # 295825

bought this item
also bought

F*Eﬂpm, @

8. Once your cart is complete, click ‘Check Out’ button

The items in the cart will be transferred back into FRONTLINE

e Quantities

e Vendor Stock Number
e Unit of Measure

e Description

e  Unit Price

Create Requisition | Line Items

Traditional Requisition Line Items

Cart Total Amount: $89.95
Save
Vendor Stock Unit of Long Special Unit Total Line
as Quantity Justification Unit Price Accounts Type
Number Measure Description Instructions Dscnt. Amount
Fav.?
r 1 826876 PACK BIC(R) Wite-C 21.99 0.00 21.99Q(click to add an account) Traditional i
|- 542263 BOX Office Depot(l 15.99 47.978(click to add an account) Traditiona i
1 520928 PALC Office Depot(l 19.99 19.99Q(click to add an account) Traditiona i

9. To enter account number, select ‘Click to add an account’ under the Accounts column.
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Create Requisition | Line Items

Traditional Requisition Line Items

Edit Reqy X
Save
Vendor Stock Unit of Long fvaila
as Quantity Avallable
Number Measure Descripti  Fund Func Obj Sub Org PIC BMgr Proj Year Owner Prct Amount Budget B
Fav.?
. . . . . . . 100 21.99 $0.00
ro1 826876 PACK BIC(R) W
ImiE 542263 BOX Office Deg T TIMS: N/A
r o1 520928 PACK Office Deg @ 100% $21.99
»
=3
10. Enter the appropriate account number
' . P .
*Note: ‘Ok (save current line)’ will add account number to the ONE line
. . P .
Copy to ALL empty lines’ will add the same account number to ALL lines*
Create Requisition | Line Items
Traditional Requisition Line Items
Edit Requi: x
Save
Vendor Stock  Unit of Long _—
as Quantity Avallagle
Number Measure  Descripli Fund  Func  Obj sub org  PIC  BMar Proj  Year Owner Pret Amount  Budget B
Fav.?
. . . . . . . 100 21.99 $0.00
Co1 826876 PACK BIC(R) W
miE 542263 BOX Office Deg  PEIMS: N/A
r 1 520928 PACK Office Deg ® 100% $21.99

e | e
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Traditional Requisition Line Items

Save

Cart Total Amount: $89.95

Vendor Stock Unit of Long Special Unit Total Line
as  Quantity Justification Unit Price Accounts Type
Number Measure Description Instructions Dscnt. Amount
Fav.?
r i 520928 PACK Office Depot(l 19.99 0.00 19.99 199.41.6399.0000.750.99.802.0000 Traditional
o y: 542263 BOX Office Depot(l 15.99 0.00 47.97 199.41.6399.0000.750.99.802.0000 Traditional
o1 826876 PACK BIC(R) Wite-( 21.99 0.00 21.99199.41.6399.0000.750.99.802.0000 Traditional
Requisition Attachments
X Uplead
Drop files here
or use the Upload button to attach.
File Name Description Delete

Add Line from Catalog Save Cart as Incomplete

Submit | 4y Return 3 Cancel Shopping Cart

11. Attach cart by uploading or dropping the file

REVIEW YOUR ORDER CAREFULLY BEFORE clicking the ‘Submit’ button

*Note: PRIOR to hitting “Submit” button, you may continue to add additional lines by clicking “Add Line from
Catalog”. However, once requisition is submitted you cannot change your order.

When the requisition receives final approval, the PO will automatically be sent to Office Depot for processing.
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Search for Traditional Requisition

Search for a Requisition already created. Choose Requisition Lookup and Requisition Search

Requisition Lookup -

My Accounts
My Check Requests

IRequisitiun Search I
Mot To Exceed Requisition Search

Blanket/Project Requisition Search

To search for all requisitions you have created check the box for My Requisitions and choose Search

Requisition Search | Requisition Search Results

Search Types to Indude

My Requisitions Requisitions T Approved ¥ All Requisitions Requisition Type: =

Requisition Criteria

Vendar: Order From: =
Shopping Cart Warehouse Shopping Cart 1D (for warehouse
Requestor: [=] = N
Name: anly):
Stage: = Ship-To Location: =]
Status: =] Delivery Location: =
Fund  Func  Obj Sub org PIC  BMgr  Proj
Account Number:
Minimum Maximum
Requisition Create
09-01-2015 05-13-2016
Date:
Requisition Last
EH| E
Modified Date: = =
Purchase Order
Date:
PO Humber:

Purchase Item Criteria

Purchase Item
Stack Number:

Number:
Description
Category:

Keywords:
NIGP Commodity

Code:

Your requisitions will display and you can select the one you want to view.

There are multiple criteria available to narrow your results including vendor, account code element, and date.
Frontline allows the use of multiple critera to assist with your search.
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Create a Blanket Requisition

1.

Navigate to the Frontline Home Page and locate the My Requisiton menu.

2. Select the Create Requisition link.

3.

In the Requisition Type field, select the Blanket option.

| Time Card Approvers

- | | Substitute Management

- | | Employee Service Center - |

| Requisition Lookup

hd | |A|J|J|icant Search

- | I My Requisitions - I

| cash Receipts - |

Menu optiens vary based on your
assigned security roles.

My Accounts

Create Requisitions |

Create Check Request

Create Employee Advance/Reimbursement
Request

Create Non-Employee
Advance/Reimbursement Request
Request Budget Change

Organization PO Search

My Employee Advance/Reimbursement
Requests

Requisition Search

Receive

Request for New Vendor

All Non-Employee Advance/Reimbursement
Requests

Requisition Type: ¥

Requisition Types

Traditional (New)
Warehouse (New)

Saved Carts

O
Blanket

Fiscal Year:
Process Lines
Separately:
Confirmation

Only:

4. The Fiscal Year is auto populated.

5.

Click the Continue button.
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Blanket Requisition Details

®

N

Drop files here

6. Enter the Category and Vendor fields. You can either choose the Category first or the Vendor.

a. Select a Category first: If you enter a category first, the vendor drop-down list is populated
with those vendors that are assigned to the category you selected.

b. Select a Vendor first: If you enter a vendor first, the category drop-down list is populated with
those categories that are assigned to the vendor you selected.

Tip: You can start typing in the box and information will populate.

Note: The Contract and Requestor drop-down lists are populated with preferred contracts and
requestors.

7. Select the Order From from the drop-down list.
8. Select a Contract from the drop-down list.
9. Select the Ship-To Location form the drop-down list.

10. Select the Ship-To Receiving Group from the drop-down list. Available selections in the drop-
list are based on your selection in the Ship-To location field.

11. Enter a Description of what the requisition is for.
12. Enter the Amount.

13. The Percentage (Prct) field is 100 by default. If you are adding one account number, leave 100 in
Prct field. Enter another percent if you are adding two or more accounts or enter the dollar amount
and the percentage will auto populate.
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14.

15.

16.

Click the = icon to add another account number for the requisition. Repeat the steps and ensure
that the Percentage fields for all accounts equals 100.

In the Blanket Requisiton Attachments panel, click the icon to add an attachment. Click the
Choose File button to search for files. You can also use the drag and drop feature to add
attachments. No Invoice should be attached to a requisition — send all invoices to Accounts
Payable.

Click the Submit button. A message is displayed that tells you that the requisition was successfully
created and asks if you would like to create another requisition.

Page 15-36

Galena Park Independent School District
July 2024


https://cv-teams.galenaparkisd.com/requisition2/MaintainCheckRequestEditAccountsAction.do?accountEditIndex=0&checkRequestLnItmSeq=0

Fiscal Procedures Manual

Search for Blanket Requisition

Choose Requisition Lookup and Blanket/Project Requisiton Search

|I Requisition Lookup -

My Accounts
My Check Requests
Requisition Search
Not To Exceed Requisition Search
| Blanket/Project Requisition Search|
Urganization PO Search

Check the box for My Requisitions and choose Search

Requisition Search | Requisition Search Results _

Search Types to Include

IMy Requisitions fl Supported Requisitions

Search I Clear

Your requisitions will display and you can select the one you want to view.
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Create a Warehouse Requisition

To purchase Warehouse items using Frontline, you must create and submit requisitions so the order can be created,
filled, and invoiced. Create Warehouse Requisitions does not require approval or receiving. Warehouse approves,
creates and posts the invoice for payment.

| Requisition Lookup - | |A|J|Jlicant Search - | I My Requisitions - I
| Cash Receipts = | My Accounts
I Create Requisitions I

Create Check Request

Create Employee Advance/Reimbursement
Request

Create Non-Employee

. Advance/Reimbursement Request

MEI:'IU Optmr‘l5 Vary based on your Request Budget Change

assigned security roles. Organization PO Search

My Emiployee Advance/Reimbursement
Requests

Requisition Search

Receive

Request for New Vendor

All Non-Employee Advance/Reimbursement
Requests

1. Navigate to the Frontline Home Page and locate the My Requisitions menu

2. Select Create Requisition

Requisiton Type: 0 1o iew) Fiscal Year: * [2016 =
Process Lines 8
Replenishment (New) Confirmation . s
Only: Yes ™ No
Saved Carts *
Cart Name: Warehouse Lynn Nutt 05-16-2016 Cart #1

Blanket

3. Select Warehouse (New)

4. Cart Name: The cart name will auto populate. When creating Warehouse orders if the intended
recipient is not in your list of requestors, you can enter a name here. The order will be marked
with that name and the pick ticket number before delivery to the selected location.

5. Select Continue

6. You do not have to choose a Purchasing Category when placing Warehouse requisitions. This will allow
you to order from all categories on one order.

7. Select a Requestor if the order is not for you. If there is not a list of requestors, then you could enter a
name on the cart name referenced above in #4.
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Purchasing
| =

Category:

Requestor: # , Lynn S - 026328| -

Deliver or Pick up at * |Bowen, Raegan - 100022
Casanova, Frances A - 152021 | This list should contain everyone at your location |
Nutt, Lynn S - 026328

‘ ) . |Rideaux, Melinda - 003816 Delivery Recelving N
Delivery Location: : =) [ =
Y Tobias, Joe A - 026824

Group:

the Warehouse:

Messages

Add Line Items m

8. Select a Delivery Location from the drop down list.

9. The Delivery location will then have a Delivery Receiving Group to choose from.

Purchasing
| =

Category:

Requestor: * |Nutt, Lynn S - 026328 EI

Deliver or Pick up at *

. . ‘
the Warehouse: Deliver Pick up At Warehouse

X Delivery Receiving *
oebey otor: % ] 2 —

— - Group:
Administration Annex - 202
Administration Building - 400

Messages Athletics - 401
Becker Early Childhood Center - 204 |

Add Line Ttems Cimarron Elementary School - 101
Cloverleaf Elementary School - 102

10. Click the button. The order screen will open.

‘Warehouse Requisition Line Items

Cart Total Amount: $0.00
Save . . 2
Deliver All ; . Purchase ltem | Purchasing 5 Long ) Special Total Line
Quantity |Qty Available Unit of Measure ) Justification ) Unit Price |Unit Dscnt. Accounts
Fav.? Together Number Category Description Instructicns Amount
av.
[ ] |1.DD | | 0.00“ 0.00‘ 0.00|(click fo add an account)

Requisition Attachments

File Descripticn

Add Line from Scratch Add Line from Catalog Save Cart as Incomplete
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11. When ordering from the warehouse, you have two options:

a. Item Number: If you know your warehouse purchase item number then you can order by
entering it on the Purchase Item Number field. Once you enter the item number the system will
auto fill the information for that item. You need to choose how many and enter a budget code
under the accounts tab.

b. Catalog: This is another area in Warehouse Requisitions where you do not have to choose a
purchasing category, you can simply enter a brief description of the item that you are looking for
and click on the Search tab. The system will pull up all items in that category.

Prchs Item Req. . . o . . NIGP Quantity
Short Description Long Description Unit Price Category Unit of Measure Hazard Perish ) mage
1D Type Code Available
oIl 5] = = = = I
50094 W MECHANICAL PENCIL WITH TWIST MECHANICAL PENCIL WITH TWIST 73 Office Supplies Each x x 104
ERASE 0.9MM ERASE 0.9MM
60110 w PEN CHAINRITER BLACK REFILL PEN CHAINRITER BLACK REFILL 1.24 Office Supplies Each x x 31
60111 W PEMNCIL SHARPENER INDIVIDUAL PENCIL SHARPEMER INDIVIDUAL .24 Office Supplies Each x x 1264
STUDENT STUDENT
60059 w HANGING FOLDERS PENDAFLEX HANGING FOLDERS PENDAFLEX 5.66 Office Supplies Box x x 15
LEGAL GREEN BOX OF 25 WITH TABS LEGAL GREEN BOX OF 25 WITH TABS
50114 w PEMNCILS #2 PRE-SHARPENED PENCILS #2 PRE-SHARPENED 1.46 Office Supplies Dozen x x 593
60115 w PENCILS RED MARKING PENCILS RED MARKING .89 Office Supplies Dozen x x 269
60079 w LEAD REFILLS FOR MECHANICAL LEAD REFILLS FOR MECHANICAL A2 Office Supplies Package x x 100
PEMNCILS 0.9MM PENCILS 0.9MM
e0112 w PENCIL SHARPENERS MANUAL WALL PENCIL SHARPEMERS MAMUAL WALL 5.99 Office Supplies Each x x 23
OR DESK MOUNT OR DESK MOUNT
60113 W PEMNCIL TOP ERASERS PINK BOX OF PENCIL TOP ERASERS PINK BOX OF .88 Office Supplies Box x x 156 -

@ Select Catalog Item(s)
Return to Shopping Cart

Then select the catalog item you wish to order, click on the item will be added
to your order

Note: A complete warehouse catalog is located on the Warehouse Operations web page. The online catalog
lists all of the available items in numeric order with current pricing and you can download into an Excel sheet,
print a PDF copy to have handy, or you can click on Item No and this will sort the list alphabetically.
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|

Warehouse Operations Information

What You Need To Know About Warehouse Services
Online Catalog - For GPISD Personnel Only

Online Textbook Database - For GPISD Personnel Only
Warehouse Manual

Sam's Club Orders Pick Up Procedures

GPISD Copy Center Pricing

GPISD Copy Center Poster Prices

Records Management Information

HCDE Secure Portal Link

HCDE Destruction Certificate

HCDE Storage Certificate

Records Management Information

HCDE Secure Portal Online Instructions
Records Retention Quick Reference Sheet
Public School Districts Retention Schedule
General Records Retention Schedule
Property Taxation Retention Schedule

Elections Retention Schedule

Contact Info

Director for Warehouse Operations
832-386-1005

Warehouse Personnel

Warehouse Operations, Services & Copiers
832-386-1006

Instructional Materials-Assistant Director for Warehouse Operations
832-386-2075

Shipping, Receiving and all Eduphoria Requests
832-386-1007

Warehouse Fax
832-386-1427

District Mail & Copy Center
832-386-1067

District Surplus Auctions - Online Pros

By Lemons Auctioneers

GPISD Online Auctions:

Export to Excel

ltem No  Description
10001 BUTCHER PAPER WHITE 18" X 100'ROLL

10002 COLORED PENCILS 12 COUNT ASSORTED COLORS

10003 CONSTRUCTION PAPER 12x18 ASSORTED COLORS 50 SHEETS
10004 CRAYOLA CRAYONS 24 COUNT ASSORTED COLORS

10005 DRAWING PAPER WHITE 12X18-500 SHEETS 100% SULFATE 80#
10006 DRAWING PAPER WHITE 18X24 500 SHEETS 100% SULFATE 80#
10007 DRAWING PENCIL EBONY DOZEN

10008 ERASERS PINK PEARL MEDIUM

10009 ERASERS STAEDLER MARS WHITE BLOCK 4 PKG

10010 ERASERS WHITE MAGIC RUB

10011 FUN TAC REUSABLE BLUE ADHESIVE

10012 GLUE 40z BOTTLE ELMER'S
10013 GLUE GALLON SIZE ELMER'S
0014 GLUE STICK NON-TOXIC WASHABLE .7doz
10015 NEWSPRINT 18X24 500 SHEETS
0016 PAINTBRUSH # 10 ROUND CAMEL HAIR
0017 PASTELS CHALK SQUARE 24 ASSORTED COLORS

10018 PASTELS OIL ROUND 16 ASSORTED COLORS
10019 POSTER BOARD WHITE PACKAGE OF 100 SHEETS & PLY 2228

10021 STUDENT SCISSCRS BLUNT TIP 5" MOLDED PLASTIC HANDLE
10022 TAGBOARD 100LB WHITE 18X24 100 SHEETS
10023 TEMPERA PAINT BLACK 320z

Warehouse Catalog
Data current as of Mon, May 16, 2016 02:43 pm

10020 PRISMACOLOR PENCILS 24 ASSCRTED COLORS WATER AND SMEAR RESISTANT PERMANENT PIGMENT Each 1419

Uom Price
Roll 5.58
Box 07
Package 218
Box 068
Ream 16.51
Ream 28.58
Dozen 1.51
Each 022
Package 079
Each 037
Package 094
Each 0.55
Each 8.18
Each 013
Ream 961
Each 0.59
Box 468
Box 1181
Package 2213
Each 0.39
Package 820
Quart 263

12. Once you have selected all of your items enter the quantity and budget account for each line.

Note: If you use the Justification, Notes or Special Instructions field, they will not show when the

warehouse order is pulled to be processed.
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Warehouse Requisition Line Items

Cart Total Amount: $1018.00
Save
Deliver All Purchase Item | Purchasing Long Special Total Line
as Quantity |Qty Available Unit of Measure| ) Justification ) Unit Price |Unit Dscnt. Accounts
- Together Number Category Description Instructions Amount
av.
- - 40 1234.0 16001 Paper Case BOND COFY‘Copy center ‘ ‘ 25. 45| 0001 1,018 uo‘ 752.41.6399.0000,750.99.

not show on
our screens.

So
=L
@ v
[}
g8
&5

Requisition Attachments

File Description

Add Line from Scratch Add Line from Catalog Save Cart as Incomplete

13. Submit the cart by selecting the m button or you can Save Cart as Incomplete and come back to
it later to finish or add more items.

Your orders will be processed, a pick ticket printed, the order pulled and checked and then packaged for delivery.
When you receive the order the pick ticket will tell you how many boxes, bags, envelopes, etc., that it took to box
your order for delivery. Please verify that you have the total number of packages for your order.

All orders are processed in the order that they are received and normally with 24 hours. However, there are times

when the delivery of your order may take longer.

There is an option for photos or images of the Warehouse items in stock to be viewed. This is only available when
you choose the option to add items from the catalog. These photos are representations as sometimes the bid

specifications change or the manufacturers discontinue an item.

[Purchasing Cata\og1My FavuritesTMy Historﬂ Search Results \|

Search Results

Configure columns | Sort | Clear

=

Sorted by: (default)

NIGP Quantity

Prchs Item Req. . .
Short Description Long Description Unit Price Category Unit of Measure Hazard Perish § Image
D Type Code Available
[ ) 5] | — | — -
70025 W HEALTH LYSOL SPRAY IC 190z HEALTH LYSOL SPRAY IC 190z 5.45 Health Supplies  Each x x 163 -
If you see an image here, then you can click
@ SR ) on it and see the actual item

Return to Shopping Cart
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Search for Saved Warehouse Cart

To search for an incomplete warehouse shopping cart.
1. Navigate to the Frontline Home Page and locate the My Requisitions menu

2. Select Create Requisition

| Requisition Lookup - | |A|J|Jlicant Search - | I My Requisitions - I

| Cash Receipts - | My Accounts
I Create Requisitions I

Create Check Request

Create Employee Advance/Reimbursement
Request

Create Non-Employee

. Advance/Reimbursement Request
MEI:'IU optlons Vary based on your Request Budget Change

assigned security roles. Organization PO Search

My Employee Advance/Reimbursement
Requests

Requisition Search

Receive

3. Select Saved Carts, choose Warehouse Saved, and then enter the cart name if you have more than one
saved.

J Select Requisition Type

Requisition Types
Requisition Type: Fiscal Year: * _ -
a VP Traditional (New) Traditional (Saved) 2016

Process Lines

Warehouse (New) * Warehouse (Saved) Separately: Yes  No

Replenishment (New) Replenishment (Saved) Confirmation *
Only: Yes = No

. Vi

Saved Carts *

Cart Name: | Warehouse Lynn Nutt 05-16-2016 Cart #1 l;/

Blanket

4. Once the cart is recalled you can make changes, continue adding items or submit the order as is.

Note: When you are searching for your warehouse cart, the cart number is not needed, it is the requisition
number that is added as you enter the items.
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Search for Warehouse Requisition

To search for a Requisition already created: Choose Requisition Lookup and Requisition Search

|I Requisition Lookup

My Accounts
My Check Requests

IRequisitiun Search I
Mot To Exceed Requisition Search

Blanket/Project Requisition Search
Organization PO Search

Check the box for My Requisitions and select Requisition Type: Warehouse and choose Search

Requisition Search { Requisition Search Results I

Search Types to Include

- Supported
My Requisitions L ok
Requisitions

Requisitions I
Approved

All Requisitions

Requisition Type:

Warehouse

Search I Clear

Your requisitions will display and you can select the one you want to view.
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Create a Check Request

Create Check Request is used to enter payment for items that do not require receiving. Do not use a Check

Request to order items.

Examples include, but are not limited to: Hotel Request, Fieldtrips, Registrations, Clinicians, Contracted Workers,
Athletic Official Timesheets, Security Timesheets, and College Tutor Timesheets.

Create Feqguisitions

I Create Check Reguest I
Create Employve=s Adwvance/ Reimbursernmant Reguast
Create Mon-Employee Sdvance/Reimbursermeant Reguaest
FRequest Budget Changs=
Trrganiz=ticon PO Search
Wiesws My Feguisition Support
My Emiployes AdvancesReimbursemant Requasts
Requisition S=earch
Rlacaieve
Fequest for Mewvs Wendor
Wandor Loockwap
All Mon-Employee Advance’Reimbursement FReguaests

Pudget FRegusst History S=arch

1. Navigate to the Frontline Home Page and locate the My Requisitions menu.

2. Select the Create Check Request link.
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=F H -

Maintain Check Request

Selectzd Position: 2514

Check Request Details

Fiscal Year: * | 2019

Category: * .
Mesdad 2y * |

Event Date: * EI

7]
P e

Justification: *

Check Request Line Items

Line: Invoice Number: * Amount: * Description: * Accounts:
1. =

Total Check Request Amount: §
Add
Invoice
Check Request Line Item Attachment(s)
Flease select the Invoice Number for which yau want to add 2n atrachment.
File Name Type Description
Submit Save as Incomplete

Saved Check Requests:

Remit To

Supporting Documentation:

Requestor:

Route Check

Need Separate Check?:

Attachment (header):

L]
E

Invoice Number

Role Name: Supenvizor, Exampt

Remit To:
*
% | Macal, Roxanna - 081957

*

File (click File to view saved artachment.)

(no atmchment)

S

Drop files here

or use the Upload button to attach.
Delete

3. The Fiscal Year is auto populated.

4. Enter the Category and Vendor fields. You can either choose the Category first or the Vendor.

a. Select a Category first: If you enter a category first, the vendor drop-down list is
populated with those vendors that are assigned to the category you selected.

b. Select a Vendor first: If you enter a vendor first, the category drop-down list is populated
with those categories that are assigned to the vendor you selected.

Tip: You can start typing in the box and information will auto populate.

5. The Remit to field will auto populate. If a vendor has multiple remit to addresses, you can select them

from the drop-down list.
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6. Supporting Documentation field, select an option from the drop-down list.  If you select Attached, you
will scan and upload the supporting documentation. Inter-Office Mail: Select this option if you will be
submitting through interoffice mail. Back up documentation will be needed to process payment.

7. Use the Needed by field to enter the date in which the check is needed. Click the calendar icon to select
from the calendar. ( Be mindful of the Accounts Payable Check Run Schedule found in Section 5).
Checks print according to Needed by date. Be sure to plan ahead.

8. The Requestor field defaults to your name. To create a check request for someone else, select the name
from the drop-down list.

9. Use the Event Date field to enter the date the event took place or invoice date, or click the icon to
select one from the calendar.

10. In the Route Check field, select one of the following:

a. Hold for Pickup
b. Return to Requestor
c. Send to Vendor

11. In the Justification field, enter the reason for the Check Request in full detail.

12. Check the Need Separate Check field, in order for the check to print separately from other checks to the
same vendor.

13. In the Invoice Number field: Enter the invoice numbers or names. If you are paying more than one
invoice, membership, or registration, each item or persons name must be listed on a separate line, select

-
to add a new line.

a. Invoice - list the invoice number you are paying as it appears on the invoice
b. Membership - First initial, last name, and member number if available (i.e., ] Doe 1234)

c. Conference registration - First initial, last name, and date of conference in mm/dd/yy format
(i.e., C Long 10/15/15)

d. Field trip — School initials and date in mm/dd/yy format (i.e., NSMS 10/15/15)

14. Enter the Amount for the check.

15. Enter a short Description with detail for the check request.

Tip: If you tab to the = icon it will open the Edit Accounts box.
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Edit Accounts v |x
Available

Fund Func 0Obj Sub Org PIC BMgr Proj Year Owner  Prct Amount Budget Balance

I . . . . . . = =1/ 100 0.00 $0.00 = g
PEIMS: N/A

)] 100% $0.00

»
0O E3

16. In the Accounts field, click the = icon to add an account. Enter the account number in the account
element boxes or click & icon to search for a code. Choose your code and click Select and then Ok.

Line: Invoice Number: % Amount: * Description: * Accounts: *
1 12345 500.00 OFFICE SUBPLIES 199,23.6399.0000.106.99.116.0000 _
. 45 500. C 5
- 100.0% 2 |
- B 199.41.6499.0000.750.99.807.0000
2. 12345697 200.00 FOOD SUPPLIES o
- 100.0% 2
Total Check Request Amount:
L7008 an
Add
= Reset
Invoice =

Tip: If you complete at least one of the account element boxes, and click = icon, you can search your
budget codes.

17. Optional, click the icon to add another account number to the invoice you have already entered.

18. To add another line to this request choose Add Invoice and repeat step 16. If Add Invoice is not used
and multiple invoices are added on one line, the Check Request will be denied.

19. To add an attachment, click in the Check Request Attachments panel, and select the invoice number
that you want to add the attachment to. Choose the file you have scanned and saved on your computer.

Failure to attach proper documentation will delay payment.

20. Click the Submit button and the request will be submitted for approval.

Search for Check Request

Choose Requisition Lookup and My Check Requests
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|I Requisition Lookup .

My Accounts
IM'yr Check ﬁequests I
equisition search
Mot To Exceed Requisition Search

Blanket/Project Requisition Search
Organization PO Search

Choose Search to lookup your Check Request

My Check Requests Search

Selected Position: 2514

Check Request Search  Results

Fiscal Year: Check Requast Number:

Vendor: Status:
[==]

Description: @ Contains Exact
Fund  Func Obj Sub Org FIC BMar Proj

Acoount Number:

Meeded By Date Min: m Meeded By Date Max: m
Invoice Line Amount Min: Invoice Line Amount Max:
Check Request Total Check Request Total
Amount Min: Amount Max:
Q, Search

Your Check Request will display and you can select the one you want to view.
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Create an Employee Advance/Reimbursement Request

This is used to reimburse monthly mileage, travel reimbursement and employee reimbursement. The forms must
be signed by the employee and attached in Frontline with your reimbursement submission along with any receipts
or documentation as directed through the form. The associated forms have been updated and only require the
employee signature, not the budget manager.

1. Navigate to the Frontline Home Page and locate My Requisitions menu.

| Time Card Approvers - | | Substitute Management - | | Employee Service Center - |
| Requisition Lookup b4 | |A|J|Jlicant Search b4 | | My Requisitions - |
| Cash Receipts b | My Accounts

Create Requisitions

Create Check Reguest

Create Employee Advance/Reimbursement
Request

Create Non-Employee
Advance/Reimbursement Request

Menu options vary based on your Request Budget Change

assigned security roles. Organization PO Search )
My Employee Advance/Reimbursement

Requests

Requisition Search

Receive

Request for New Vendor

All Non-Employee Advance/Reimbursement

Requests
2. Select Create Employee Advance/ Reimbursement Request.
Maintain Employee Advance/Reimbursement Request
Selected Position Role Name: §
Employee Advance/Reimbursement Request Details
Fiscal Year: * | 2019 Recipient: * Recipient:
Request Type: * Supporting Documentation: *
Fayment Type: * Route Check: *
Reference: * Need Separate Check?:
Fd
Justification: » = = Neaded By * ]
Event Date: * ]
Employee Advance/Reimbursement Request Line Items
Amount: * Description: * Accounts: *
= [
Total Amount %.00

Employee Advance/Reimbursement Request Attachments

==N Q

Drop files here
or use the Upload button to attach.

=8 e8I

File Name Type Delste

3. The Fiscal Year is auto populated.
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4. Select Recipient, use the icon to lookup the employee being reimbursed.
5. Select the Request Type from the drop-down list.
6. Select an item from the Supporting Documentation drop-down list.

Note: If you select Attachment, the tab is displayed to show the Browse and Type Fields in the Employee
Advance/Reimbursement Request Attachments panel.

7. Select Payment Type from the drop-down list. An employee that is already set up for direct deposit in
Payroll will not receive a paper check. They will have a direct deposit for their reimbursement.

8. Select an item from the Route Check drop-down list to indicate how the check will be routed.
9. In the Reference field (only 30 characters allowed)
a. Mileage — Enter mileage dates using mm/dd/yy — mm/dd/yy format

b. Travel — enter the travel dates using mm/dd/yy — mm/dd/yy format, if more than one
conference enter separate reimbursements

c. Purchase - Enter the date and the store name of the reciept in mm/dd/yy format (i.e.,
02/11/15 Kroger)

10. Select the box for Need Separate Check? If you choose to print separate checks.

11. Enter in the Justification field a full description of the reimbursement/request. (Should match the
Reason of Charge column on the Employee Reimbursment form/Ttravel form.)

12. Use the Needed By field to enter a date by which the check is needed, or click the = icon to select one
from the calendar. ( Be mindful of the Accounts Payable Check Run Schedule found in Section 5).

13. Use the Event Date field to enter the date the event took place, or click the icon to select one from
the calendar.

14. Enter the Amount of your request.
15. Copy and paste the Justification in the Description field.

16. In the Accounts field, click the £5' icon to add an account. The Edit Accounts box will display. Enter the
account number in the account element boxes or click Zicon to search for a code.

Tip: If you complete at least one of the account element boxes, and click = icon, you can search your
budget codes.
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17.

18.

19.

20.

21.

Edit Accounts

Available

Fund Func obj Sub Org PIC BMgr Proj Year Owner  Prect Amount Budget Balance

N A s (N N P N N P N O O B[ =0 [fo00  [s0.00 =
PEIMS: N/A

o 100% $0.00

Select Ok

Optional, click the icon to add another account number to the check request.

To add an attachment click in the Employee Advance/Reimbursement Request Attachments
panel. Choose the file you have scanned and saved on your computer. Failure to attach proper
documentation will delay payment.

Select the Type of attachment from the drop-down list.

Click the Submit button and the request will be submitted for approval.

Page 15-52

Galena Park Independent School District
July 2024


https://cv-teams.galenaparkisd.com/requisition2/MaintainCheckRequestEditAccountsAction.do?accountEditIndex=0&checkRequestLnItmSeq=0
https://cv-teams.galenaparkisd.com/requisition2/MaintainCheckRequestEditAccountsAction.do?accountEditIndex=0&checkRequestLnItmSeq=0

Fiscal Procedures Manual

Search My Employee Advance/Reimbursement Requests

Choose My Requisitions and My Employee Advance/Reimbursement Requests

'Hv Requisitions -

My Accounts

Create Requisitions

Create Check Request

Create Employee Advance/Reimbursement
Request

Create Non-Employee
Advance/Reimbursement Request
Request Budget Change

Organization PO Search

My Employee Advance/Reimbursement
Requests

Requisition Search

Receive

Request for New Vendor

All Non-Employee Advance/Reimbursement
Requests

Vendor Lookup

Select the Recipient of the reimbursement and Search to view your request.

Employee Reimbursement Request Search

Selected Position:

loyee Advance/Reimb Request Search  Results
Fiscal Year: Request Number:
Recipient Status:
Description @) Contains Exact Referance:
Reguest Type:

Raole Name:

Fund Func Obj Sub Org PIC BMgr Proj
Account Number:
Needed By Dtz Min: m Needed By Date Max: G
Amount Min: Amount Max;
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15-Create Mileage Reimbursement Requests

Use the Create Mileage Reimbursement Request entry point to create a mileage reimbursement request. This is
to be used for requesting reimbursement for In-District Travel only.

P
S roate e

Create Mileage Reimburseament Regueaest

Frontline

education ..

Create Mileage Reimbursement Request

ect sition: FCN Displayed
o —— The current year, month and
Requestor Name
Requestor Employ=e 10:§ your Employee Number Displayed date aUto'populate

Year:
2019
Month
August
Departure Address: % m Date: #| 0s-06-2019 |
Departure Location: % Departure Time: *
Arrival Address: * m Arrival Time *
Arrival Location * Miles: *
Reason for Trip: * m Toll Type: Fixed Varizble (@) None
Notes:
P Reimbursement Amount:  $0.00
Availzble
Fund Func Obj Sub Org PIC BMgr Proj  Year Owner Pret Amaunt Budget Balance
100 0.00 50.00 Q [ |
100% $0.00

Route Attachments

Q

Drop files here

or use the Upload button to attach.
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To Create a request:

1.

S

Select a Year and Month for the request. To enter mileage for previous month, change the month.

To enter mileage for the current month, do not change the month. The current date auto-populates;

this will need to be changed for each route entered.

Enter location name in Departure Location and select location from the options listed in the drop down.
Address will auto-populate. Do not use abbreviations for school locations.

Enter an Arrival Location for the request. This fields behaves in the same way as the Departure Location.
Enter approximate Departure Time and approximate Arrival Time. *Required Fields

Select a Reason for Trip for the request from the drop downs.

Add Notes to your request for the purpose of the trip.

Enter the account information for the trip. Will always be Object 6411. You can use the 2 icon to
search for an account, if needed.

If the route you entered has already been approved, the Miles field will be populated for you.

If the route has not been approved, enter the Miles for the trip. The approver may revise the value during
the approval process.

Set the Toll Type for the route. If you select Fixed or Variable, enter the Toll Fee amount.

. If this completes the daily route, click the Complete Daily Route button. If there are more stops in the

route, click the Continue Daily Route button to enter more stops, then click the Complete Daily Route
button when all stops have been entered.
Note: The Departure Location (previously Arrival Location), the Date, the Reason and the account
number will remain for the next route on same day. The reason can be changed if necessary.
Complete any blank fields.

Depsrture Address: # | 14705 Woodfarest Blvd HOUSTON, TX 77015 Date: * | 08-05-2019 ]

Departure Locstion: % | Administration Building Departure Time * | 5:00 AM

Arrival Address: * | 12336 Sarah Lane HOUSTON, TX 77015 Arrival Time: * [ 5:15 AM

Arrival Location * | Woodland Acres Elementary Schaool I Miles: * 4.3 I

Reasen for Trip * m Tall Type: Fixed Varizble (@) None

Training

The Miles and Reimbursement Amount will automatically calculate for routes between Galena Park

ISD locations.
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Add New Location:

woodforest Blvd HOUSTON, TX 77015

Date: * | 08-06-2015 |

n Building Departure Time *

Blvd Humble, 21802 TOWNSEN BLVD Arrival Time: *
Arrival Location * T Miles: == -
Add New Address *
23 r Trip * Toll Type:
Line 2:
Notes: City: # | Humble
e REIMBUTSEMEt  cpopo; # | Texas
Zip Code: 77338 |-
Fund Func Obj Sub Org PIC BMagr Proj Year Owner Prct Amount =
8 [
1000
™ 7701 * | 0s-06-2019 |
-
TX, 21802 TOWNSEN BLVD W *
Matched Addresses
Address “ City ~ State © Zip “ Match - Match Assessment
Quality
otes:
A 21802 Townsen Blvd W Humble | TX 77338-15%4 100.00 % AC10: Street Name Change; AS01: Full Address Match
13
Fund  Func Ohj Sub Org  PIC  BMgr Proj  ear Owner Pree Amount  Bud select the address you are Reco
100 0.00 $0.0 addlng
100% $0.00

Route Attachments

upload mapquest for all new
routes added

File Mame

]

Mapguest to Cosco.pdf o

If a location is not found in Frontline database, click on Add New, enter address completely and Continue
2. The address will be displayed, confirm and highlight the address, click Add Address and complete the
rest of the route information.
3. Upload the MapQuest for the new route.
If the Miles do not auto-populate, enter the miles based of the MapQuest.

Note: If you create a request in which a route is not yet approved, the route will appear in the Mileage
Routes to approve queue. The reimbursement request for that route will not move to the Approve
Mileage Reimbursement Requests queue until it has been approved.

Page 15-56

Galena Park Independent School District
July 2024



Fiscal Procedures Manual

If you create a request for the current month, the request will appear in the Approve Mileage
Reimbursement Requests queue at the end of the month. If you create a request for a previous month,
the request will appear in the Approve Mileage Reimbursement Requests queue on the day after you
enter it. Mileage request process at the end of every month.

Trip Mileage Records

= Trip Mileage Records
Date ~ Departure Location ~ Departure Time ~ Arrival Location = Arrival Time ~ Miles = Amount ~ Account Number - Status ~ Route Status
Administration Building 5115 AM 43 $2.49 159.41,6411.0000,750.99.807.0000 - 100.0% Open
and Acres mentary School 9140 AM 0.1 $0.06 199.41.6411.0000,750.99.807.0000 - 100.0% Open
Wood| iddle School 1:45BM 4.7 $2.73 199.41.6411.0000.750.99.807.0000 - 100.0% Open
Galena Park Middle Schoal Galena Park High Schoel £0.29 199.41.6411. 207.0000 - 100.0% Open
: Galena Park High School ation Building 3 5.8 3455 138.41.6411. 7.0000 - 100.0% Open
1 ||o 0 Administration Building 5100 AM Costen 10:00 AM 12.88 $7.47 199.41,6411.0000.750.99.807.0000 - 100.0% Open Panding
= e “ai| |[pencine
edit for new
=s route
added
|_added |

All routes will be displayed in Trip Mileage Records
Corrections can only be made when the route status is Open
Select route and_Edit to make changes

Corrections cannot be made when the route status is Approved or Approval in Progress
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Approve Mileage Reimbursement Requests

Approve Mileage Reimbursement Requests |
Approve As:
Requestor ~ Year ~ Month ' Number of Requests
requestor 2
2019 January 1
2019 July 1
2015 June
2019 January 7
2015 January 2
& View
Approve Mileage Reimbursement Requests
Mileage Reimbursement Requests to Approve
= RequestId | Year - Month - TotalMiles - Amount - Date ~ Departure Location - Departure Time ~ Arrival Location ~ Arrival Time ' Reason for Trip ~ Requestor ~ Account Number ~ Next in Workflow
[ [ [ iia Join ]

Use the Approve Mileage Reimbursement Requests entry point to view requests and either approve or deny
them.

To view the requests for a particular requestor in a particular month, click the corresponding line in the table on
the Approve Mileage Reimbursement Requests tab, then click the View button.

You can view, approve, or deny any or all of the items in the list of Mileage Reimbursement Requests to Approve.
Review the dates to verify if school holiday or weekend dates are used.

If a requestor creates a reimbursement request with not-yet-approved routes, then those routes must be

approved via Approve Mileage Routes before they can enter the Mileage Reimbursement Requests to Approve
queue.

If you deny a request, the requestor has the option to resubmit the request later.
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Create a Non-Employee Advance/Reimbursement Request

Create Non-Employee Advance/Reimbursement Request is used to enter refunds for persons not employed by

the district.

Examples include, but are not limited to: Tax Refunds, Parent Refunds, and Student Refunds.

1. Navigate to the Frontline Home Page and locate My Requisitions menu.

Menu options vary based on your
assigned security roles.

| Time Card Approvers hd | | Substitute Management hd | | Employee Service Center hd |
Requisition Lookup ~ | | Applicant Search - My Requisitions s

| | | | | |

| Cash Receipts hd | My Accounts

Create Requisitions

Create Check Request

Create Employee Advance/Reimbursement
Request

Create Non-Employee
Advance/Reimbursement Request

Request Budget Change

Organization PO Search

My Employee Advance/Reimbursement
Requests

Requisition Search

Receive

Request for New Vendor

All Non-Employee Advance/Reimbursement
Requests

2. Select Create Non-Employee Advance/ Reimbursement Request.

Maintain Non-Employee Advance/Reimbursement Request

Selected Position

Non-Employee Advance/Reimbursement Request Details

Recipient: *|| F= Recipient Name:

Reguest Type * Supporting Documentation, *
Payment Typs: # | Paper Check Route Check: *
Reference * Need Separate Check? v

@ P

Justification *

N ployee Advance/Reimk Request Line Ttems
Amount: ¥ Description: * Accounts; ¥

r}

owm

Total Amount: %0

Non-Employee Advance/Reimbursement Request Attachments

2 Upload

Filz Name ype Delets

Role Name: Supervisor,

N

Drop files here

or use the Upload button to attach.

(oo [ rom | woms |
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icon to open the Search Person tab and locate the recipient. If the Recipient is not set up, email

3. In the Recipient field, enter the Person ID for whom the request is being created , or click the

Purchasing with Recipient name and address verified in Skyward.
Note: The system populates the Recipient Name field based on the selected recipient.

4. Inthe Request Type field, select the type of non-employee request you are creating from the drop-
down menu.

5. Select an item from the Supporting Documentation drop-down list.

Note: If you select Attachment, the tab is displayed to show the Browse and Type Fields in the Employee
Advance/Reimbursement Request Attachments panel.

6. The Payment Type defaults to paper check.
7. In the Route Check field, select one of the options from the drop-down list.

8. Enter a Reference for the request. The reference is used as the invoice number for the request
and should include the date in mm/dd/yy format and reason for the reimbursement.

a. Meals — Student’s name — First name and initial of last name and date of request using
mm/dd/yy format (i.e. John D 02/11/20)

b. Mileage — Enter mileage dates using mm/dd/yy — mm/dd/yy format

c. Travel — Enter the travel dates using mm/dd/yy - mm/dd/yy format, if more than one conference
enter separate reimbursements

d. Purchase - Enter the store name and the date of the reciept in mm/dd/yy format (i.e., Kroger
02/11/15)

e. Parent Reimbursement — Enter the District issued receipt number and date of receipt. (i.e, 102456
07/15/16)

f. Collection Log — Enter the date of the collection log then student name — First name and initial
of last name . (i.e. 02/11/20 John D)

9. The Need Separate Check option is defaulted and cannot be changed.
10. Enter in the Justification field a full description of the reimbursement/request.
11. Enter the Amount of the request.

12. Copy and paste the Justification in the Description field.
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13. In the Accounts field, click the E=' icon to add an account. The Edit Accounts box will display. Enter the

account number in the account element boxes or click EEicon to search for a code. You may need to

scroll on the grey bar to view the

=

icon.

Tip: If you complete a least one of the account element boxes, and click = icon, you can search your budget

codes.
Edit Accounts » | x
Available
Fund Func 0bj Sub Org PIC BMar Proj Year Owner  Prct Budget Balance
N N v AN v N v N o N v N e | [ [0  [s0.00
PEIMS: N/&
6] 100%
3
14. Select Ok.

15.

16.

17.

To add an attachment click in the Non-Employee Advance/Reimbursement Request Attachments

panel. Choose the file you have scanned and saved on your computer.

Select the Type of attachment from the drop-down list.

Click the Submit button and the request will be submitted for approval.
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Search for Non-Employee Advance/Reimbursement Requests

Choose Requisition Search and All Non-Employee Advance/Reimbursement Requests

Requisition Search -

Requisition Search

Mot To Exceed Requisition Search
Blanket/Project Requisition Search
Organization PO Search

My Check Requests

My Employee Advance/Reimbursement
Requests

All Employee Advance/Reimbursement
Requests

All Non-Employee Advance/Reimbursement
Requests

Receive

Print Receiving Tickets

Choose Search to lookup your Non-Employee Advance/Reimbursement Requests.

All Non-Employee Advance/Reimbursement Request Search

Selected Position: 2514 Role Name: Supervisor, Exempt
loyee Advance/Raimb Request Search  Results
My Non-Employee Reimbursements: v
Fiscal Vear: W | 2019 Request Number:
Recipient: Seatus:
Description @) Contains Exact Reference:
Reguest Type!
Fund  Func Obj Sub Org FIC BMgr Proj

Account Number:

Created on Min Dates ) Created on Max Date i)

Amount Min: Amount Max:

Your Non-Employee Advance/Reimbursement Requests will display and you can select the one you want to view.
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Receiving Purchase Order

Once your items have been delivered from the vendor, you must receive them in Frontline no later than one week
after receipt.

| Time Card Approvers > | | Substitute Management > | | Employee Service Center - |
| Requisition Lookup b4 | |A|J|J|icant Search b4 | | My Requisitions - |
| Cash Receipts - | My Accounts

Create Requisitions

Create Check Request

Create Employee Advance/Reimbursement
Request

Create Non-Employee
Advance/Reimbursement Request

Menu options vary based on your Request Budget Change

assigned security roles. Organization PO Search )
My Employee Advance/Reimbursement

Requests

Requisition Search
I Receive I
Request for New Vendor

All Non-Employee Advance/Reimbursement
Requests

1. Navigate to the Frontline Home Page and locate My Requisitions

2. Select Receive

Search Criteria

Purchase Order

|| | Vendar: | |

Number:

Description: | Part Number: | |

Min Date: |

3. Enter data in any field to search

4. Select Search to display the purchase order
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1RE[Ewmg Search | Purchase Order Receiving | Asset I

Search Criteria

Purchase Order

Humber:

Description: Part Number: I:I
Min Date: 08-01-2015

Purchase Orders

sort | Clear  Sorted by: Requestor

Purchase
. Unit of Ordered Received Expected Canceled Free Quantity
Order  vendor Name Requestor Stack Number Long Description . .
Measure Quantity Quantity Quantity Quantity Recvd
Humber
14 Airgas Southwest, Inc. 65489 Rental for air tank Each 1.0 0.0 1.0 0.0 0.0

Receive/Cancel

5. Click on the line item you are receiving, it will highlight in yellow.
6. Select Receive/Cancel

Note: If you need to cancel an item from the purchase order, choose Show Cancel? Yes, and Qty. Canceled
and Cancel Reason will populate in your columns. Enter the quantity to cancel and choose a cancel reason
from the drop down menu. Cancelling an item will return the money back into your budget.

Receiving Details
Show .
. ves ¥ o Received Date: * [08-28-2015 [Fs:02em |
Configure columns
. . Ordered Expected Received Free Quantity | Not Delivered | Asset Review .
Requestar Stock Number Long Description Unit of Measure ) ) ) ) ) Potential Asset|Existing Assets
Quantity Quantity Quantity Recvd Quantity Decision
v v v v v v v v v v v v
Jacinto City Elementary  [APPLE Computer |25in Laptop Each 1.0 10 0.0 oo 1.0 Mot Reviewed
Free Quantity Mot Delivered | |
Oty. Canceled Cancel Reason )
Recvd Cuantity
r L L v L

Note: Receive date will auto populate with the current date and time, but actual date of receiving must be

entered.

7. Enter the amount of items received and click tab to continue to next line item
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Receiving Search | Purchase Order Receiving

Receiving Details

Show
canceln ves ® o Received Date: * [ 08-29-2015 [=1 10:38 am
Configure columns
Ordered | Expected|| Received ||Free Quantity | Not Delivered | Asset Review
Requestor Stock Number Long Description  [Unit of Measure - ) ) - Potential Asset|Existing Assets
Quantity | Quantity||  Quantity Recvd Quantity Decision
5 5 5 v 5 5 5 5 v 5 5 5
Nortn Shore Sanior High S|4568 Black pens Each 10 10 00 0 10 Not Reviewad
E—

8. Select Save once all items are entered as received

Receiving Search | Purchase Order Receiving

Receiving Details

Show .
Canaels ves @ o Received Date: * [0g-20-2015 [=] 10:38 am
Configure columns
. Ordered Expected Received Free Quantity | Not Delivered | Asset Review . L
Requestor Stock Number Long Description Unit of Measure Potential Asset|Existing Assets.
Quantity Quantity | Quantity Recvd Quantity Decision
v v v v v v v v v v v v

Narth Shore Senior High S{4568 Black pens Each 1.0 1.0 1.0 0.0 0.0 MNot Reviewed

Packing Slip
Packing Slip ID:

Vendor's

Invoice Number:

Receiving Attachments

9. Packing Slip ID — Do not enter information in this area or it prevents Accounts Payable from paying that

item on the purchase order.

10. Vendor’s Invoice Number Do not enter any other information in this area or it prevents Accounts
Payable from paying that item on the purchase order.

Packing Slip
Packing Slip ID:

Vendor's

Invoice Number:

11. Select Save to complete the receiving process
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Search Purchase Order

Search for a Purchase Order already created. Choose My Requisition and Organization PO Search

I My Requisitions I - |

My Accounts

Create Requisitions

Create Check Request

Create Employee Advance/Reimbursement
Request

Create Non-Employee
Advance/Reimbursement Request

B = ange

View My Requisition Support

My Employee Advance/Reimbursement
Requests

Requisition Search

Receive

Request for New Vendor

All Non-Employee Advance/Reimbursement
Requests

Vendor Lookup

Enter your search criteria and choose Search

Purchase Order Criteria
Numnber: l:l Vendor: | |
Req. Type: | E| Status: | E|

Create Min: Create Max: 09-01-2015 [=]

Your purchase orders will display and you can select the one you want to view.
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Budget Approvals

Budget Entry

1. Use the menu to navigate to Allocate Budget Owner Allocations

| Time Card Approvers b4 | | Budget Change Request - | | Substitute Management b4 |

| Employee Service Center b4 | |Sti|:|end - | | Requisition Search b4 |

| Approve Requisitions b | | My Requisitions - | | Applicant Search b |

| My Position Inventory b | | Reports - | | Procurement Cards b |

|Allocate Budget Owner Allocations - | |\rn|unteer - | | Wendor b |
Allocate Budget Owner Allocations

2. Select the Budget Year for which to enter

3. Select the Budget Owner for which to enter. Click Search. The allocation(s) for the selected Budget Owner

will appear below.

Allocate Budget Owner Allocation

Budget Owner Allocation Search Criteria

Budget Year: * = Status: [=]

Budget Owner:

Allocati My Budget _
ocation:
Lines? Yes — Na

e S 8
Allocation
Group:

Allocation

Subgroup:

Fund -Function-Chject -Sub-Object-COrganization-Program Intent-Budget Manager-Praoject

4. Select the allocation name for which to enter, then click m

5. The allotment amount available to allocate will be listed toward the top of the screen.

Allotment

&vailable Budget Percent: 100.0 Recurring: Recurring with Allacation

Allatment Amount: | P
' Justification:  Characters remaining: | 500 | { 500 max)
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6. Budget accounts will be displayed in the middle of the screen. If Control Accounting has been selected (in
the case of most Grant allocations), the Control accounts will be displayed rather than individual
expenditure codes.

- . . . . Print Worksheet
Note: If it is easier to sort account codes by a particular dimension, choose

Click on a report to run

Budget Owner Allocations Report [Adobe Acrobat (PDF)]
I Budget Owner Allocations Report [Microsoft Excel (X1LS)] I

When the report runs, use the Text-to-Columns function in Excel to extract each account element. For additional
information on Text-to-Columns, see the Excel tip below.
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Excel Tip: Text-to-Columns

The Text-to-Columns option allows a user to separate a string of data in an excel cell to cells in multiple columns. The
data can be split either by a specific character (Delimited) or by a fixed space (Fixed Width). When using this option to

separate account code elements, the best option is to use Delimited, with a period (.) as the character by which to
separate.

The Account string is comprised of eight elements: Fund, Function, Object, SubObject, Organization, Program Intent
Code (PIC), Budget Manager, and Project. For efficient sorting, add eight columns either before or after the column
where the account code is found. Select the column with the account code, go to the DATA tab in the Excel ribbon,
S
Text to
then click the Text-to-Columns [=2lumns | jeon,

The Convert Text to Columns wizard will appear. Select “Delimited”, then click “Next”

Criginal data type

Choose the file type that best describes your data:
@ Delimited - Characters such as commas or tabs separate each field.

Fixed width - Fields are aligned in columns with spaces between each field.

Delimiters

Semicolon
Comma
Space

W | Other:

Choose “Other” as the delimiter, add a period to the field, then click “Next”

Choose the format option “General” or “Text", then select the “Destination”. Destination refers to the cell in which the
separated elements will begin in. If columns were added BEFORE the columns with the account numbers, choose Cell
A1. If the columns were added AFTER the column with the account numbers, choose Cell B1. Click “Finish”

Column data format

General

@ Text ‘General’ converts numeric values to numbers, date values
Te

to dates, and all remaining values to text,

Date: | MDY |~ Advanced...

Do not import column (skip)

Destination:

Al

ﬁ"i

The account elements should now appear in their own columns. Add header information for each, then sort as
needed. Sorting can be done with the following icons.

iy
>
Sort 8¢ Sort
Home tab: LFilter = Data tab: L2
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To allocate funds to a particular account, click the Allocate Amount field and type the desired allocation.

Optional: Click m to add line-item information that will appear on the Budget Worksheet report. This
will be helpful in the budget development process.

Budget Account:
Total Amount: 0.0

Amount Description -

&

7. Atany point in the budget process, the button can be used to save progress without
submitting for approval.

Once the full allotment has been allocated, press So AR
Exit Worksheet
To leave the worksheet and return to the results screen, press
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Approve Budget Entry

1.

2.

3.

Use the menu to select “Approve Budget Owner Allocations”

Budget Preparation

Maintain Budget Workbook
Maintain Allocation

Allocation Categories

Allocation Groups

Allocation Subgroups

Maintain Budget Owner

Budget Owner Group

Maintain Budget Owner Allocations
Allocate Budget Owner Allocations
Approve Budget Owner Allocations
Adopt Budget Owner Allocations

The results will appear below.

Enter the “Budget Year” and select the Budget Owner for which approval is needed, then click “Search”.

Approve Budget Owner Allocation

Budget Owner Allocation Search Criteria

Budget Year: * =]
Budget Owner: =]

Allocation: [=]

=]

Allecation
Category:

Allocation

[=]

Group:

Allocation

[=]

Subgroup:

Status: Approval in Progress [=]
Fund -Function-Object -Sub-Object-COrganization-Program Intent-Budget Manager-Froject

Filter =]

Choose the allocation for which approval is needed. Click “Edit".

Note: Click "View" only if you want to view the allocation without modifying it.

4.  When ready, choose the option for “Approve Allocation”
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Approve a Budget Change Request

1. Use the Budget Change Request menu to select Approve Budget Change Requests

| Budget Change Request - |

Request Budget Change
My Accounts

| Approve Budget Change Requests |

Budget Request History Search

Note: The Approve As field will default with your name. If you are approving on behalf of someone, use the

drop down box to choose their name.

Az

Approve

[~]

Note: In the upper right corner of the tab, the date and time that the approval list was last compiled is

displayed. We recommend that you click the Refresh this list link to be sure you are viewing the most current

approval candidates.

2. Toview a Budget Change Request prior to approving, select it and click View. User will be taken to the

Budget Change Request Maintenance tab, where the following options are available:

Approve & Return: Click to the Approve & Return button to approve the budget change
request. The Approval Note box is displayed. In the Approval Note field, enter a note regarding
the approval, if desired. Click the Ok button to proceed with the approval. You are returned to the
Budget Change Request Workflow Approval tab.

Deny & Return: Click to the Deny & Return button to deny the budget change request. The
Denial Note box is displayed. In the Denial Note field, enter a note regarding the denial, if desired.
Click the Ok button to proceed with the denial. You are returned to the Budget Change Request
Workflow Approval tab.

Cancel: Click the Cancel button to return to the Budget Change Request Workflow Approval tab
without taking any action on the request.

3. A user can approve or deny a request directly from the Budget Change Request Workflow Approval

screen.

O 0 T o

Click the Select All button to select all requests listed.
Click the Approve button to approve a selected request.
Click the Approve All button to approve all requests listed.
Click the Deny button to deny a selected request.

Page 15-72

Galena Park Independent School District
July 2024



Fiscal Procedures Manual

Review Budget History

1. Use the Budget Change Request menu to select Budget Request History Search

| Budget Change Request -

Request Budget Change
My Accounts

Approve Budget Change Requests
Budget Request History Search I

2. Use the SEARCH CRITERIA fields to enter the data to filter by.
a. Budget Trans #: The Request ID number becomes the Budget Transfer number upon Submission
b. Requested By: Filter by the ID number of the employee who requested the Budget Transfer
c. Begin Date: Enter the start date for which the system should search for requests or click the [E-

icon to select it from the calendar

d. End Date: Enter the end date for which the system should search for requests or click the [E” icon
to select it from the calendar

e. Status: Filter by the status of the Budget Change Request (i.e., Denied by Validation Rules)
f. Organization: Filter results by a specific Organization
3. Click Search

Budget History

Search Criteria

Budget Trans #:

Requested by:

Begin Date: End Date:
Status: [=]

Organization: [=]

4. Double click on a request to display the Budget Change Request Maintenance tab and see details. When
finished, click Return to Budget Request button to return to the history tab.

5. If the status shows APPROVAL HISTORY, the link can be clicked to display the Budget Approve History
box. When finished, click Close.
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Approvals

Approve/Reject Traditional Requisitions

| Time Card Approvers b | | Budget Change Request b | | Substitute Management b |

Employee Service Center hd | Stipend hd | | Requisition Search hd |

Approve Requisitions - | My Requisitions b | |Applimnt Search b |

My Accounts | Reports - | | Procurement Cards - |

Approve Blanket/Project Requisitions |"I lunt | | e |
'olunteer ¥ | | Wendor -

Approve Budget Change Requests
Approve Check Requests

Approve Employee
Advance/Reimbursement Requests
Approve Non-Employee Reimbursement

Requests
Approve Not-To-Exceed Requisitions Menu options vary based on your
[Approve Requisitions | assigned security roles.

Requisition Search
Search All Check Requests

| My Position Inventory = |

| Allocate Budget Owner Allocations A |

1. Navigate to the Frontline home page and locate Approve Requisitions
2. Select Approve Requisitions

Selected Position: 1470 Role Name: Principal

Reauisition Approvel(1) | Not-To-Exceed Requisition Approval(0) | Blanket/Project Reguisition Approval()| History

Filter Criteria -

Requisitions to Approve -
This approval list was compiled for you on 08-27-2015 17:07.

Approve
Gardea, Rebecca (1470) [ R
Refresh this list with the most current approval candidates?

As:
Configure columns | Sort | Clear  Sorted by: (default]

b Requisition Unit of Free Quantity |, . . Total Consistent w/
Cart Name Vendor Contract(s)  [tem Number grganization Long Description Quantity Unit Price Account Number(s)
Type Measure Recvd Amount Catalog
Traditional Dina Gonzales 08-27-  Office Depot 73TCPN 23564 Jacinto City Traditional ~ Black Pens Each 5.0 1029 5145 R
2015 Cart #2 Business Elementary 199.23.6399.0000.106.99.116.000
- 100.0% v

Services(10132)
record count: 1 of 1

Requisition Details

MMM@WW%

3. Click on the cart to highlight, then select Requisition Details or Cart Details to view details about the
cart.

a. Requisition Details, offers a full page view of the requisition details. The approver can approve
the requisition after viewing and/or editing the cart by clicking Approve and Return. (Once
approved, they fall off the screen). Click Return to reject, void or hold the requisition.

b. Cart Details, offers a condensed view of the requisition details. The approver can approve the
requisition after viewing and/or editing the cart by clicking Approve Cart. Click Return to reject,
void or hold the requisition.
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R:_iectiun Reas:n

Rejection R
I [l

Reason:

Rejection Mote:
Characters remaining: | 500 { 500 max)

e | ot J oia [ wores
Cocum

Reject a Requisition, click on the cart to highlight the requisition to be rejected. Select Reject
and select Rejection Reason from drop-down list. (Returns the requisition to the requestor for
changes to be made and re-submitted).

Enter a Rejection Note.
Click the OK button. The requisition is removed from the list.

Void Reason

Void Reason:

f.  Void a Requisition, click on the cart to highlight the requisition to be voided. Select Void and
select Void Reason from drop-down list. (Requisition can no longer be updated, it is dead).
g. Click the OK button. The requisition is removed from the list.
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Hold Reason

Hold Reason:

W Traditional

e

Staff shirts

Each

h. Hold a Requisition, click on the cart to highlight the requisition to be held. Select Hold and
select Hold Reason from drop-down list. (Will hold the requisition in your queue for further
viewing and will not process until it has been approved.)

i. Click the OK button. The requisition can no longer be approved.

j. If any changes are made to the requisition, it will be re-routed through the entire approval
process again. This will ensure that all approvers are aware of the changes made.

Requisition Approval(1)

Mot-To-Exceed Requisition Approval(0) | Blanket/Project Requisition &Approval(1) | History

Filter Criteria

-

Requisitions to Approve

Approve |

=

As;

Configure columns | Sort | Clear

Cart Name Vendor

| a]

Ite
Contrac

Sorted by: (default)

m ~_ Requisit _
COrganizatiol Long Description
ber Type

-

This approval list was compiled for you on 09-01-2015 8:53.
| Refresh this list §ith the most current approval candidates?

R Free JES - Consister
nit o |  dni otal Account
QuantiQuantit wi
asure Price AmoulNumber(s)
ecv Catalog

3 =2 N =~ I = B = = I = e =

k. Select Refresh this list to display the most current requisitions awaiting your approval.
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Search for Traditional Requisitions

Select Requisition Search and Requisition Search

| Time Card Approvers - | | Budget Change Request - | | Substitute Management - |

| Employee Service Center - | |Stipen|l - | IRequisition Search I - |

|Appmve R isitions - | | My Requisitions - | IReguisition Search I

Not To Exceed Requisition Search
Blanket/Project Requisition Search

| Allocate Budget Owner Allocations | [volunteer ~| Organization PO Search

My Check Requests

My Employee Advance/Reimbursement
Requests

All Employee Advance/Reimbursement
Requests

All Non-Employee Advance/Reimbursement
Requests

Receive

Print Receiving Tickets

| My Position Inventory - | | Reports - |

| Applicant Search - |
| Procurement Cards - |
| Wendor b |

Check the box Requisitions | Approved, enter Minimum requisition date to view all requisitions you've approved
within that date range and select Search

Requisition Search | Requisition Search Results

Search Types to Include

My Requisitions [ Requisitions I Approved rd All Requisitions
Requisition Criteria
Shopping Cart
Requestor: l:'zl Warehouse Shop|
| EI Name:
Stage: I: Ship-To Location: El

Status: E| Delivery Location: 'j

b Fund Func Obj Sub Org PIC BMgr Proj
Account Number:
G P S P N P SN P N P S P 2N P
Minimum Maximum

Requisition Create
08-25-2015 09-01-2015
Date:
Y L =
Modified Date:
o= o L =
Date:

PO Number:

Purchase Item Criteria

Purchase Item

Number:

B ot L 1

Keywords:

Category:

il |

MNIGP Commaodity

e

Your approved requisitions will display and you can select the one you want to view.
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Approve/Reject Blanket Requisitions

Approve Budget Change Requests
Approve Check Requests

Approve Employee
Advance/Reimbursement Requests
Approve Non-Employee Reimbursement
Requests

Approve Not-To-Exceed Requisitions
Approve Requisitions

Requisition Search

Search All Check Requests

| Time Card Approvers > | | Budget Change Request > | | Substitute Management - |
Employee Service Center b4 | Stipend b4 | | Requisition Search - |
Approve Requisitions - | My Requisitions > | | Applicant Search - |
My Accounts | Reports b | | Procurement Cards - |

| Approve Blanket/Project Requisitions | |Vo|unteer - | | e - |

Menu options vary based on your
assigned security roles.

| My Position Inventory

| Allocate Budget Owner Allocations

1. Navigate to Frontline home page and locate Approve Requisitions.

2. Select Approve Blanket/ Project Requisitions.

Filter Criteria

Approvable Project Requisitions

Gardea, Rebecca (1470)

Sorted by: (default)

Approve
As:

Configure columns | Sort | Clear

This approval list was compiled for you on 08-31-2015 8:00.
Refresh this list with the most current approval candidates?

Delivery

Requisition
Vendor Contracts Organization pescription Total Amount  Account Number(s)  stage Status Notecategory  Receiving Requisitioner creation Date Requestor
Type
Group
Sam's Club(10577) 53 Jacinto City  Supplies for back 500.00 199.23.6399.0000.10€Approval  Approvalin ¥ General  Front Office Blanket  Dina Y 08-29-2015 Dina Y
Elementary to school meeting Chain Progress Merchandise Gonzales Gonzales

e [ e i e
Brmeacram

record count: 1 of 1

3. Click on the cart to highlight, then select View to view details about the cart.

a. Approve, you can approve the blanket requisition after viewing and/or editing the cart by clicking
Approve. (Once approved, they fall off the screen). Click Return to reject, void or hold the

blanket requisition.
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Rejection Reason

Rejection || El

Reason:

Rejection Mote:

Characters remaining: | 500 { 500 max)

o | vort | o [ ot
Croium |

b. Reject a Blanket Requisition, click on the cart to highlight the requisition to be rejected. Select
Reject and select Rejection Reason from drop-down list. (Returns the requisition to the
requestor for changes to be made and re-submitted).

c. Enter a Rejection Note.

d. Click the OK button. The requisition is removed from the list.

It\' aditiona
Void Reason
ry
Yoid Reason:
ity
ry

= T D

e. Void a Blanket Requisition, click on the cart to highlight the requisition to be voided. Select
Void and select Void Reason from drop-down list. (Requisition can no longer be updated; it is

dead).

f.  Click the OK button. The requisition is removed from the list.
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i Traditional Staff shirts Each 125.0

Hold Reason: #

g. Hold a Blanket Requisition, click on the cart to highlight the requisition to be held. Select Hold
and select Hold Reason from drop-down list. (Will hold the requisition in your queue for further
viewing and will not process until it has been approved).

h. Click the OK button.

i. If any changes are made to the requisition, it will be re-routed through the entire approval
process again. This will ensure that all approvers are aware of the changes made.

j. Select Refresh this list to display the most current requisitions awaiting your approval.

Filter Criteria -
Approvable Project Requisitions -
Approve This approval list was compiled for you on 09-01-2015 8:53
As: | El I Refresh this list withlthe most current approval candidates?

Configure columns | Sort | Clear  Sorted by: (default)

Delivery
. . _Total A t .. R isiti .. .
Vendor Contracts OrganiziDescription o ceoun Stage Status NoCategorReceivin S IRequ|5|tt:reat|or'| Date Request
Amount  Number(s) Group Type
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Search for Blanket Requisition

Choose Requisition Search and Blanket/Project Requisiton Search

||Requisition Search I - |

Requisition Search
Mot To Exceed Requisition Search

I Blanket/Project Requisition Search I
Organization PO Search
My Check Requests
My Employee Advance/Reimbursement
Requests
All Employee Advance/Reimbursement
Requests
All Non-Employee Advance/Reimbursement
Requests
Receive
Print Receiving Tickets

Check the box for Requisitions | Approved and choose Search

Search Types to Include

My Requisitions 1 | Requisitions I Approved Ld |

Project Requisition Search

Your requisitions will display and you can select the one you want to view.
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Review Attachments and Notes on Requisitions

Click on the cart to highlight, then select Notes to view the notes.

Selected Position: 1470
Reauisition 2pproval(1) | Not-To-Exceed Reauisition Approval(0) | Blanket/Project Reauisition Appraval() | History

Role Name: Principal I

Filter Criteria

Requisitions to Approve

Approve
Gardea, Rebecca (1470) [2]

Ast

Configure columns | Sort | Clear  Sorted by (default)

Requisition Unit of Free Quantity Total
Cart Name Vendor Contract(s)  Item Number grganization Long Description Quantity Unit Price Account Number(s)

Type Measure Recvd Amount Catalog
Traditional Dina Gonzales 08-27- J.a. Davis 19 78956 Jacinto City Traditional Staff shirts Each 125.0 10.00 1250.00
2015 Cart £3 Advertising(1347) Elementary 199.23.6498.0000.106.99.116.00(

- 100.0%
recard count: 1 of 1
I oo e | crowis | seini | more Cooms [voa Lo
—

This approval list was compiled for you on 09-01-2015 8:53.

Refresh this list with the most current approval candidates?

Consistent w/

After reviewing the notes, select Return to return to the previous screen.

The notes and attachments can also be viewed by highlighting the cart and selecting Requisition Details.

Notes
e
Notes: * 4
Characters remaining: ( 2000 msx) Disable Spell check
. ®
Private ves @ o
. . *
Internal Only ® ves O o
Method: [
Notes -
sort | Clear  Sorted by: (defoult)
Isdded On Last Modified Note Added By Private Internal Only  Note Operation
=] =] = =1 =] = [
09-01-2015 09-01-2015 Quote has been attached for contract verification. Gardea, Rebecca n v Requisition Maintenance
record count: 1 of 1

To view the notes, select Notes at the bottom of the screen.
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Overview Purchase Item Details
Indicators Vendor: * | 1.a. Davis Advertising (1347) Category: * [ Clothing: Custom Clothing, Spirit Wear, Letterman Jackets []
Attachments order Fram: * [ (P) 1.a. Davis Advertising - 1213 As[=)  Contract: 19
Vendor Stack
Favorites u 78956 Unitof Measure: % [Each [T
um:
Review NIGP Code:
Status Detailed @ staff shirts ‘
) 4
Recelving Description:
eseription Characters remaining: 999 max)
Action History
special ) ‘
Cart 4

Instructions:
Characters remaining: ( 999 max)

Purchase Order
Justification:

Warehouse
Cart Name: Traditional Dina Gonzzles 08-27-2015
Asset
Cart £3
Asset Review
Linked Assets -
Requisition Details
Returns
Accounts
Cost
Quantity: * Unit Price: * Unit Discount Amount/Pet:  * Unit Tax Amount/Pet: *  Installation Amount/Pct: * Freight Amount: * Total:
1,250.00 0.00 0.00 0.00 0.00 1,250.00

Save and Continue

Save and Restart Approval

To view the attachments, select the Attachments tab on the left of the screen.
Select the attached file to open and view the document.

Select Return to return to the previous screen.

Requisition Maintenance

Requisition Attachments

Overview 2scription

Indicators

SAMPLE FOR.pdf 9 ==

Attachments =
= -

Favorites Save and Col

Review
Status
Receiving
Action History
Cart
Purchase Order
Warehouse

Asset

Asset Review
Linked Assets

Returns
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Approve/Deny Check Requests

[ Time card Approvers ~ | Budget Change Request ~ | [ Substitute Management -
| Employee Service Center ~ | stipend | [ Requisition Search - |
| Approve Requisitions + | My Requisitions ~ | [Applicant Search - |

My Accounts | Reports * | | Procurement Cards - |

Approve Blanket/Project Requisitions |\l' lunt | |N d
olunteer ~ | | Wendor

Approve Budget Change Requests
Approve Check Requests
Approve Cmployee

Advance/Reimbursement Requests
Approve Non-Employee Reimbursement
Requests

Approve Not-To-Exceed Requisitions
Approve Requisitions

Requisition Search

Search All Check Requests

| My Position Inventory - ‘

| Allocate Budget Owner Allocations - ‘

1. Navigate to Frontline home page and locate Approve Requisitions.

2. Select Approve Check Requests.

Selected Position: 1470 Role Name: Principal

as

Check Request Search | Results

Approve
Gardea, Rebecca (1470) = Please Click here to Refresh this list with the most current approval candidates.

Check Request Search Results

Configure columns | Sort | Clear  Sorted by: (default)

3 £ T 0 0

Check Request  Line Item Line Item Line Ttem Line Ttem Line Item
Requisitioner  Requestor D Needed By Justification X Year

Total Amount Amount Desc. Invoice Number Account Number Status.
Genzales, Dina Y Genzales, Dina Y 5566 08-31-2015  Referee Basketball Game 50.00 50.0 Referes Basketball Game 23549 2015 199.11,6499.0000.106.11,116,0000 Approval in progress

3. Click on the check request to highlight, then select View to view details about the check request. Select

Save and Process to approve from this screen. Click Return to deny or hold the check request.

a. Select Approve Selected or Approve to approve the check request without viewing the details.

Denial Reason

This will Deny all check request line(s) having

similar Invoice Mumber that you have selected.

N |

Denial Reason: | E|

Denial Mote: |

Characters remaining: | 500 { 500 max)

b. Deny a Check Request, select Deny and select Denial Reason from drop-down list. (When a

Check Request has been denied it will have to be cloned, information changed and submitted as

a new Check Request.)
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c. Enter a Denial Note.

d. Click the OK button. The check request is removed from the list.

=37y JUSLITTLG LT
Total Amount Amount Desc.

5015 Hold Reason: > -

e. Hold a Check Request, select Hold and select Hold Reason from drop-down list. (I will hold the
check request in your queue for further viewing and will not process it until it has been approved).

f.  Click the OK button.

g. Select Click here to display the most current check requests awaiting your approval.
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Search for Check Request

Choose Approve Requisitions and Search All Check Requests

I Approve Requisitions I A

My Accounts
Approve Blanket/Project Requisitions
Approve Budget Change Requests
Approve Check Requests
Approve Employee
Advance/Reimbursement Requests
Approve Non-Employee Reimbursement
Requests
Approve Not-To-Exceed Requisitions
Approve Requisitions
Requisition Search

ﬁearch All Check ﬁequests |

Choose Search to lookup your Check Request

) Check Request
Fiscal Year: |2IZI].5 E| Number: | |
Vendor: | | Status: | E|
Description: | | e Contains Exact
Fund Func Obj sub Org PIC BMgr Proj
Account Mumber:
NN o A P A v N e R v A P O P
MNeeded By Date Meeded By Date
Min: | Max: |
Amaunt Min: | | Armount Max: | |

Your Check Request will display and you can select the one you want to view.
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Approve/Deny Employee Advance/Reimbursement Requests

| Time Card Approvers - | | Budget Change Request - | | Substitute Management - |
| Employee Service Center - | |Sti|:|end - | | Requisition Search - |
| Approve Requisitions | - | | My Requisitions - | |A|J|:|Iicant Search - |

My Accounts | Reports B | | Procurement Cards b |

Approve Blanket/Project Requisitions
Approve Budget Change Requests
Approve Check Requests

Approve Employee
Advance/Reimbursement Requests
Approve Non-Employee Reimbursement
Requests

Approve Not-To-Exceed Requisitions
Approve Requisitions

Requisition Search

Search All Check Requests

|‘U'o|unteer A | | Wendor A |

| My Position Inventory - |

| Allocate Budget Owner Allocations - |

1. Navigate to Frontline home page and locate Approve Requisitions.

2. Select Approve Employee Advance/Reimbursement Requests.

Employee Reimbursement Request Workflow Approval

Approvable Employee Reimbursement Requests

Approve This approval list was compiled for you on 08-29-2015 12:59.
Gardea, Rebecea (1470) o
Refresh this list with the most current approval candidates?

st
Configure columns | Sort | Clear  Sorted by: (default)

. Reimbursment

Fiscal Year - Description Total Amount  Creator Needed By ~ Reference  EventDate  Created On  Requestor Accounts Status Next in Workflow Approved By s
L= = = = = =] = = = =] = = 5] EEE
2015 112 Mileage reimbursement 5.00 Gonzales, Dina ¥ 09-04-2015 8/31/15 09-01-2015 08-27-2015 Flores, Mary E 199.23.6411.0000.106.99.1Approval in Gardea, Rebecca x

for August progress
record count: 1 of 1

P i e S

3. Click on the reimbursement to highlight, then select View to view details about the employee
advance/reimbursement request.

a. Select Save and Approve to save any changes you have made to the request. Select Return to
deny or hold the request.

b. Select Approve to approve the employee advance/reimbursement request.
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- - - -
W Denial Note
Denial Reason:
Denial Mote: L
Characters remaining: | 500 { 500 max)
Deny

c. Deny an Employee Advance/Reimbursement Request, select Deny and select Denial Reason
from drop-down list. When an Employee Advance/Reimbursement Request has been denied it
will have to be cloned, information changed and submitted as a new request.

d. Enter a Denial Note.

e. Click the OK button. The employee advance/reimbursement request is removed from the list.

Employee Reimbursement Request Workflow Approval

Approvable Employee Reimbursement Requests

-

Approve | E| Thic zppeowzl lickuzs compiled for you on 09-01-2015 9:36.)
As: Refresh this list with the most current approval candidates?
Configure columns | Sort | Clear  Sorted by: (default)
Fiscal i Total i
REImburDescription Creator =it ReferenEvent EEnis Requestor  Accounts Status il Approved By AN
Year 1d Amount By Date  On Workflow

2 = = = = 0 = = =/ = ] I I = I

f.  Select Refresh this list to display the most current employee advance/reimbursement requests
awaiting your approval.
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Search for Employee Advance/Reimbursement Requests

Choose Requisition Search and All Employee Advance/Reimbursement Requests

Requisition Search -

Requisition Search

Mot To Exceed Requisition Search
Blanket/Project Requisition Search
Organization PO Search

My Check Requests

My Employee Advance/Reimbursement
Requests

All Employee Advance/Reimbursement
Reguests

All Non-Employee Advance/Reimbursement
Requests

Receive

Print Receiving Tickets

Choose Search to lookup your Employee Advance/Reimbursement Requests.

Employee Advance/Reimbursement Request Search

Fiscal Year: 2016
Recipient:
Fund Func Ob Sub COrg

Account Number:

Reguest Number:

Status: E|
PIC BMgr Proj

1 [
I

Meeded By Date
Min:

Amount Min:
Search

Needed By Date
Max:

Amount Max:

Your Employee Advance/Reimbursement Requests will display and you can select the one you want to view.
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Approve/Deny Non-Employee Advance/Reimbursement Requests

| Time Card Approvers ~ | | Budget Change Request ~ | | Substitute Management |
| Employee Service Center - | | Stipend - | | Requisition Search - |
I| Approve Requisitions i + | | My Requisitions ~ | | Applicant Search -

My Accounts [ Reports ~ | [ Procurement cards |

Approve Blanket/Project Requisitions

1
Approve Budget Change Requests | iz - | | Sl

Approve Check Requests

Approve Employee
Advance/Reimbursement Requests
Approve Non-Employee Reimbursement
Requests |
Approve Not-To-Exceed Requisitions
Approve Requisitions

Requisition Search

Search All Check Requests

1. Navigate to Frontline home page and locate Approve Requisitions.

2. Select Approve Non-Employee Advance/Reimbursement Requests.

This approval list was compiled for you on 08-31-2015 8:40.

Approve
Gardea, Rebecca (1470) [=] o
As: Refresh this list with the most current approval candidates?

Configure columns | Sort | Clear  Sorted by: (default)

Fiscal Year 14 Creator Recipient Created Description Total Amount Accounts Nextin Workflow  Approved By Status
2015 31 Gonzales, Dina Y Smith, Alonzo 08-27-2015 Found & returned lost library 5.00 199.11.6329.0000.106.11.116.00/Gardea, Rebecca Approval in progress

book

record count: 1 of 1

Click on the reimbursement to highlight, then select View to view details about the non-employee
advance/reimbursement request.

a. Select Save and Approve to save any changes you have made to the request. Select Return to
deny the request.
b. Select Approve to approve the non-employee advance/reimbursement request.

o - m— -
¥ Denial Note
Denial Reason:  *#
Denial Mote: bl
Characters remaining: | 500 { 500 max)
Deny

c. Deny a Non-Employee Advance/Reimbursement Request, select Deny and select Denial
Reason from drop-down list. (Returns the request to the requestor for changes to be made and
re-submitted).

d. Enter a Denial Note.
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Click the OK button. The non-employee advance/reimbursement request is removed from the
list.

Select Refresh this list to display the most current non-employee advance/reimbursement
requests awaiting your approval.

Mon-Employee Reimbursement Request Warkflow Approval

Approvable Non-Employee Reimbursement Requests

-

Approve |

El This approval list was compiled for you on 09-01-2015 9:42.
As:

Refresh this list ith the most current approval candidates?

Configure columns | Sort | Clear Sorted by: (default)
Fiscal

- o Total Mext in
Id Creator Recipient Created Description Accounts

Amount Workflow

=G = H . F = | = [l

Approved By Status
Year
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Search for Non-Employee Advance/Reimbursement Requests

Choose Requisition Search and All Non-Employee Advance/Reimbursement Requests

Requisition Search -

Requisition Search

Not To Exceed Requisition Search
Blanket/Project Requisition Search
Organization PO Search

My Check Requests

My Employee Advance/Reimbursement
Requests

All Employee Advance/Reimbursement
Requests

All Non-Employee Advance/Reimbursement
Requests

Receive

Print Receiving Tickets

Choose Search to lookup your Non-Employee Advance/Reimbursement Requests.

Employee Advance/Reimbursement Request Search

Fiscal Year: 2016 [i=] Request Mumber: I:I
| =

e Contains Exact Reference: I:I

Description:

Fund Func Obj Sub COrg PIC BMagr Proj
Account Number:

Min: Max:

Amount Min:

L]
Needed By Date Needed By Date
-

Your Non-Employee Advance/Reimbursement Requests will display and you can select the one you want to view.
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Campus Cash Receipt Procedures

Create a Campus Cash Receipt

In Frontline cash receipts will be entered electronically on a daily basis. One batch equals one deposit and will be

entered per business day.

1.

Campus Cash Receipt Search
Cash Receipt

Navigate to the Frontline Home page and locate the Cash Receipts menu

2. Select Campus Cash Receipt

3.

Batches | OrderEntry

Batch

Batch: 2183[=] Created: 02-11-2016 Last Modifed: 02-11-2016  Status: Open

Bank Deposit Number:

Cash Receipt Detail

| Receipt Date 02-11-2016
I Person ID ||

Motes

Total Due: $0.00 Payment: $0.00

Group Activity Org .. . . . . . .. Description price L]

[= [=] =

Auto Complete: on

m Add and Print Receipt

Cash Receipts List

Page: [€ 1 >] of D

Attachments Print Receipt Slip Print Batch Receipt

Batch: this number will be auto populated by Frontline

4. Receipt Date: Date funds are received from sponsor. (This field will auto populate with today’s date. In
the event a cash receipt is being entered for funds collected on a previous day make sure to change this

date, as it should reflect the date that funds were actually received.)

5. Person ID: Type in the payee’s GPISD employee ID number and their name should appear to the right. If
you do not have an ID number click on the search button to the side of the field and search by name. This

cannot be a student.
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6. Notes: Use this field if you are receiving funds from a non-employee. Enter the business or person’s
name you are receiving the funds from. This field can also be used for any additional notes to be included
on the cash receipt.

Group Activity Org@ - - . . . . . .. Description Price [...1
= | = [=]

Auto Complete: on

3 0 T

7. Group: This is a drop-down menu where you select the Group/Club the deposit is for (Ex. Choir)

8. Activity: This is a drop-down menu where you select the Activity. What deposit is for? (Ex. Fundraiser)

9. Org: This is a drop-down menu where you select the organization for which the deposit is made. Most will
prepopulate due to your user rights.

10. Account code where funds will be deposited. This number is prepopulated based on the selections made
in the Group, Activity, and Organization fields. If the account code does not populate once you have
made your selections, please contact the Senior Accounting Clerk at x1476.

11. Description: This will be additional information, such as the name of a fundraiser, etc. and should not be
left blank.

12. Price: the amount collected for this Group/Activity

Group Activity Org - - . . - . . .. Description Price [...]

= | [ 3

Auto Complete: on

m m Add and Print Receipt

13. After adding the price (deposit amount), select the L1 icon or press tab and the program will expand to
be able to input the form of deposit
Payment Type Document ID Authorization Code Document Count Amount Bills Coins Taxable
I [=] $0.00 =

14. Payment Type: Select type of payment from the drop down list. Current options are as follows

a. ACH * do not use this options at this time *
b. Cash

c. Check

d. Checks

e.

Credit Card * do not use this options at this time *
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f.  Money Order
g. Money Orders

Note: If more than one form of payment is being submitted use the icon to add another payment type.

15. Document ID: If using the Check or Money Order option this field will be available to enter the Check or
Money Order number

16. Authorization Code: This field is not used at this time

17. Document Count: If using the Checks or Money Orders option this field will be available to enter the
quantity of checks you are entering.

18. Amount: The total of the current payment

19. Bills and Coins: If using the Cash option this field will be available to enter the amount of each received.
This should total to the amount field.

20. Taxable: This is a drop down menu, choose yes or no. If you have questions whether the sale was taxable
or not see section 16: Activity Funds and Booster Clubs.

Batches | OrderEntry

Batch

Bank Deposit Number:
Batch: | 2133[] Created: 02-11-2016 Last Modifed: 02-11-2016  Status: Open m

Cash Receipt Detail
Receipt Date 02-11-2016
Person ID |

Notes

Total Due: £0.00 Payment: $0.00

Group Activity Org - - -« . . ... Description Price [.--1
[=] [=]

Auto Complete: on

[ ciear [ ada |[da snaprnt meceos

21. Once all the information has been entered select Add and Print Receipt to generate the receipt in PDF
format.

22. The receipt prints on an 8 2 x 11 sheet of paper. You will need to tear the paper in half and give the
payee one half and keep the other for document submission and your own records.

Note: Financial Clerks should enter receipts directly into Frontline at the time of collection in place of using
the District-issued Receipt Books. By doing this, the time spent collecting funds, receipting, and depositing
will be reduced. However, please make sure to keep a District-issued Receipt Book handy in the event
Frontline is inaccessible or funds are being collected away from a computer.
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Note: Student Information needs to be protected. If this information is needed in the Notes or Description for

reference, please use First Name and Last Initial, only.

Galena Park Independent School District
(832) 386-1000

Sales Receipt

Receipt Number: 3900 Date: 02-16-2016 Clerk: Damaris Rodriguez
i&“md on: 02-16-2016 9:38 Received From: | |D Number and name of payee appear here
Notes:

Group Activity Account Number Paid By Amount

Athletics  Field Trip/ Trip  461.00.5759.0091.112.00.122.0000 Cash $200.00

Total: $200.00

Please retain a copy of the Sales Receipt for your records.

Galena Park Independent School District
(832) 386-1000

Sales Receipt

Receipt Number: 3900 Date: 02-16-2016 Clerk: Damaris Rodriguez
;:R:I“md on: 02-16-2016 9:38 Received From:| ID Number and name of payee appear here
Notes:

Group Activity Account Number Paid By Amount

Athletics  Field Trip/ Trip  461.00.5759.0091.112.00.122.0000 Cash $200.00

Total: $200.00
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23. Scan in Deposit Recap Form and attach to corresponding Frontline receipt and other supporting
documentation:

a. Collection Log, Ticket Sellers Report, Class Roster, Etc.

24. Select Attachments

Cash Receipts List

Page: |< 2 =] of 1

Modifed Status Received From | Receipt Number Amount Aftachments
02-16-2016 Entered Mame of payes 3000 $200.00
02-16-2016 Entered Name of payes 38099 $25.00
02-16-2016 Entered Mame of payes 3808 $500.00
02-16-2016 Entered Name of payes 8oy $300.00
02-16-2016 Entered Name of payves 3806 $100.00

Attachments Print Receipt Slip Print Batch Receipt

Note: If you receive an error message check your pop up blocker

€ = C | [ https//ov-teams.qalenaparkisd.com)fin-admin/K CampusCashReceiptsOrderEntryEntryPointAction.do?toAction=KCampusCast

i ryT—— — T § =

The following pop-ups were blocked on this page:

https://cv-teams.galenaparkisd.co...tAction.do&cashReceiptHdrid=3900
https://cv-teams.galenaparkisd.co...tAction.do&cashReceiptHdrid=3900
https://cv-teams.galenaparkisd.co...tAction.do&cashReceiptHdrid=3899
https://cv-teams.galenaparkisd.co...tAction.do&cashReceiptHdrid= 3898

https://cv-teams.galenaparkisd.co...tAction.do&cashReceiptHdrid=3897

[ o = R I

https://cv-teams.galenaparkisd.co...tAction.do&cashReceiptHdrid=3896

| ® Always allow pop-ups from hitps://cv-teams.galenaparkisd.com |

Continue blocking pop-ups

Manage pop-up blocking...

25. In the attachment screen select the icon to add an attachment

26. Select Choose File to browse for your file

Page 15-97

Galena Park Independent School District
July 2024



Section 15: Frontline Procedures

Cash Receipt Attachments

Receipt Number:3896

File Description

No file chosen ] |53
Save Changes

27. Select Save Changes when you have attached all documentation

28. Close the window

29. After attaching the documentation click on Add, this will show the View link on the Cash Receipts List

Batches | OrderEntry

Batch

Batch: | 1618[=] Created: 02-12-2016 Last Modifed: 02-12-2016  Status: Open

Cash Receipt Detail
Receipt Date 02-16-2016
Person ID | Caldwell, Carlos Antonio

Motes

Total Due: £0.00 Payment: $0.00

Group Activity Org - - - - - - - - Description Price|
= | =

Auto Complete: on

Add and Print Receipt

Cash Receipts List

Page: | 1 >] of 1

Modifed Status Received From | Receipt Number Amount Attachments
D2-16-2018 Enterad Name of payes 3000 $200.00
02-16-2016 Entered Name of paves 3g99 $25.00
02-16-2016 Entered Name of payes 3898 $500.00
02-16-2016 Entered Name of paves 3897 $300.0 View
02-16-2016 Entered Name of paves 3898 $100.0 View

Attachments m Print Receipt Slip Print Batch Receipt

Receipts will accumulate to form a batch
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Batches | OrderEntry

Batch

Bank Deposit Number:
Batch: | i618[=] Created: 02-12-2016 Last Modifed: 02-12-2016  Status: Open m

Cash Receipt Detail
Receipt Date 02-16-2016
Person ID
Motes

Total Due: $0.00 Payment: $0.00

Group Activity Org — e e e e e e e Description Price [.-:1
[=] =]

m Add and Print Receipt

Auto Complete: on

Cash Receipts List
Page: [« 2>] of 1
Madifed Status Received From | Receipt Number Amount Attachments

02-16-2016 Entered Mame of caves 3900 $200.00

02-16-2016 Entered Mame of payves 3899 $25.00

02-16-2016 Entered Name of payves 3808 $500.00

02-16-2016 Entered Mame of caves 3897 $300.00

02-16-2016 Entered Mame of payves 3898 $100.00

Attachments m Print Receipt Slip Print Batch Receipt

30. When your daily cash receipts have all been entered and you are ready to balance your daily batch enter
the Bank Deposit Number

NOTE: If you have more than $20 in coin you will need to prepare multiple Deposit Bags and
Deposit Slips affecting your Bank Deposit Number.

Batches | OrderEntry

Batch
Bank D it Number:

Batch: 1618[=] Created: 02-12-2016 Last Modifed: 02-12-2016  Status: Open anke Depostt Tumber m
g .
= &

zle T
2 2

b £33 2

S| o

g1 BEEERET 2

= s § E 3¢ 13¢ | || o] fZ [

.E 3: [ o a2 “I—J
E%E i1fe g =§ 15|28 ol |8
L 2| |RE(E°|5E = |
g2 §§ = ..f“-,._.n..s=ﬁe=es=e=sanaaagg §
- GALENA PARK INDEPENDENT SCHOOL DISTRICT FORACHDTECTOSFORTOMY. W8 svOREDCHECE | |
La ACCOUNTING SERVICES DEPARTMENT TOTAL DEPOSIT iV
as GENERAL OPERATING ACCOUNT
e 14705 WOODFOREST BLVD
2174164 HOUSTON, TX 77018 $
* 7510000 L8 | 25B0B00393n BE1895353 203w
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31. Click Print Batch Receipt to get a summary of the cash receipts

Cash Receipts List

Page: |< 2 >| of 1

Modifed Status Received From | Receipt Number Amount Aftachments
02-16-2016 Entered Name of payes 3800 $200.00
02-16-2016 Entered Nameof paves | 3800 $25.00
02-16-2016 Entered Name of payes 3808 $500.00
02-16-2016 Entered Nameof paves | 3807 $300.00
02-16-2016 Entered Name of payes 3806 $100.00

Attachments Print Receipt Slip Print Batch Receipt

32. If your Batch Receipt totals match the funds you are depositing, print the Batch Receipt. The batch receipt
is the summary of what the total deposit will be. You will use your Deposit Recap or Final Deposit Recap
to complete your Wells Fargo Deposit Slip.

Note: If your batch and cash do not balance, review the calculations to find and correct the error. Then,
return to step 30 and complete the batch process.

Batch I0: 1618 Bank Deposit Mumber: null

Payment Type | Oty | Tetal Amd

ACH a S0.00

Cash 2 $455.00 £435.00 in bills 520,00 in coirns
Check 1 S25.00

Checks 8 S45.00

Credil Card o S0.00

Maney Order 1 $100.00

Maney Onders | 10 S500.00

Tatal 20 §1.125.00

A Total

461005755 008A 004 00. 104 0000 £25.00

461.00.5759.0081.112.00.122.0000 £200.00

AE51.00. 5755007 8.041.00. 141 0000 £300.00

AB1.00.5740.00%E .004.00. 104 0000 £100.00

A61.00.5749.CULA D04.00.104.0000 | S500.00
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33. Tape the yellow deposit slip(s) and tear-off record from the Wells Fargo Tamper Evident Deposit Bag(s) to
the Batch Receipt, then scan it with your Final Recap, Deposit Entry Form Batch Tab and attach to the last

receipt issued in Frontline.
No documents will be sent to the Business Services Department.

All other supporting documentation should be maintained as support for funds being deposited until they have
met the required time to be destroyed. All financial records will be stored on your campus.

34. If your batch and cash balance then click Submit and the following message will appear:

Batches  OrderEntry

Batch

Bank Deposit Number:

Batch: 1618[=] Created: 02-12-2018 Last Modifed: 02-12-2016  Status: Open

Submit Batch
Print Batch Receipt?

[ Yes J mo

35: Select Yes if you would like another receipt printed or No if you do not need another copy.
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PELECORONS ) | APMY0000158#
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=y ! =
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ne - . ;
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‘ T |
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i E E
/' ~a S - 4
£ s
Add Tear-Off Record ~ iE
from Wells Fargo — gl =
Tamper Evident o FIE._ -
Deposir Bag. i ll;
ToTaL §
A riias g roTes
Page 15-102

Galena Park Independent School District
July 2024



Renee L Beck
Ruby to provide updated picture with bag tag


Fiscal Procedures Manual

Search for Campus Cash Receipt

Choose Cash Receipts and Campus Cash Receipt Search

A.I

| cash Receipts

Campus Cash Receipt
Bank Deposit Search

I Campus Cash Receipt Searchl
Cash Receipt

Enter the criteria for your inquiry and select Search

Cash Receipt Search

Received From First Name: |- Begins With Exact

Received From Last Name: 2 Begins With — Exact

Created By First Name:

Created By Last Name:

Group Mame: [=] Activity Name: [=]
Receipt Min Date: Receipt Max Date:
Fund Func  Obj Sub COrg PIC BMgr  Proj
Account Mumber:
Taxable: Ves Mo
Batch Number:
Bank Deposit Mumber:
The results will display with the following information:
Search Results
Cash Receipt Search Results
Configure columns | Sort | Clear  Sorted by: (default)
) R d Bank Created
Receipt peceipt  Received Feewe Account Group  pctivity . 2 . Batch reate Created By
From K ype Amount Taxable  Description Deposit By Person
Humber pate From ID String Name  pame Number Person Name
Name Number
:\ :EI [=] = [=] = [=] = [=] [=] [=] [=] = [=] [=] [=]

You can return to the search screen to change the search criteria by selecting
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Time Card Processing

Locating Punch Records

1. Navigate to Frontline home page and locate Time Card.

2. Select Clock Punch Verification.

Time Card

Time Card Approval

I Clack Punch U@rifiratinr‘l

My Organization Attendance

Punch Verification | Daily Approval =~ Weekly Approval =~ Employee Search
Search Criteria

Employee

&

Start Date: * ||11-13-2017

Name:

End Date:

a8

W | 11-13-2017 Organization: ALL

Q search

= Search Results

Employee Employee Date PCN/Job Role/Function

Name D D

1z 2l 3l

. Name Name

Organization

Leave Request Approval

Location

Status:

Type:

Pay Group:

Type

Punches

Unverified Location: ALL

Display Exempt
All No
Punches:

ALL On Behalf Of: Myself

Click here to Select All / De-Select All Records
0 Records

Hours Lunch Absent Absence Scheduled Day Select Status

Worked Hours Reason Type

Build Precertified Time Cards Build Selected Time Cards

3. By default, the Start Date and End Date are the current date, but you can enter any date or date range you

wish to view.

4. The following fields are also available to narrow your search:

e Employee Name. Without entering a specific name, all employee in your workflow will populate. To
locate punches for a specific employee, enter his or her Employee ID or name in the Employee Name

field or click the B icon to access the Employee Lookup tab and search for the employee.

e Status. By default, the Status is Unverified, which will return the records that have not been reviewed
and for which time cards have not been built. You can change this selection to one of the other

statuses.

e Select All to return all statuses, except Missing Dates.

e Select Processed to return punch records that have been verified and had time cards built. No
further action is needed for processed records.
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e Select Void to view records that are not going to be used. In Frontline, punch records can be
voided, but not deleted.

e Select Cancelled to view punch records for absences that were cancelled when the Void
Punch button was used based on the date of the absence, the date when the Void Punch
button was used, and whether a substitute had been assigned to the related substitute job.

e Select Denied to view records that were not approved.

e Select Missing Dates to return employees who were scheduled to work during the selected
date range, but who have not recorded a punch or an absence.

e Organization. All is the default selection, which means results will be returned for all organizations
that are included in your workflow. To view results for a specific organization, select it from the drop-
down list.

o Type: Allis the default selection, but you can make a more specific selection.

e Select Function to view only punches for extracurricular time outside of an employee's
schedule.

e Select Regular to view only punches within the regular schedule for the PCN.
e Select Absence to view only absences.

e Display Exempt Punches. By default, your results will not show punches from exempt employees for
whom time cards are only used for tracking. If you want to view exempt punches, change the
selection to Yes. To view both exempt and non-exempt punches, change the selection to Both.

5. When you have finished configuring search criteria, click the Search button to display matching results.

Editing Punch Records

1. To access the clock punch details, click an employee’s name or double click the row.

* Do not highlight the row before double-clicking. If the row you need is highlighted click it once to remove the highlighting
and then double-click the row.
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Unused Punches, Add Punch Time fiel?
J Punch Verification I Daily Appr\va\] wieekly Approval | Employee Search" /
Mame — = PCH 1818 Org Mame — =
Person 1D 11111 Role Name Secretary - SP Supervisor Position Location *
Badge ID 11111

Date: Wednesday 01-27-2016 -\ Work Day Status : Unverified

Type Punches Unused Punches Add Punch Tirme, C JEdit; EI
In 805 At @ M f|D1-27-2[|15 Reason:
Qut 1:31 PM @ .
Hover your T T o Enter Punch Additional J
cursor over Comments: " -
Lo Out 446 PM — @ Characters remaining: | 500 | { 500 max)
this icon to [se0 ]
see the
terminal.
Punch Hours: 0815
Aadditional Hours: l:l Save Changes Attachments (0)
. Total Hours: 0gi1s5 Build Time Card Yoid Punch Record
Overview
of total Schedule Hours: 0g8:00
hoursin | wvariance: 00:15

thepunch | [other Records on This Date Range

Sort | Clear  Sorted by: (default)

Job ID Job Marne Date Total Hours Punches Absence Reason Verification Status
15818 Secretary - SP Supervisor 01-25-2016 08:00 8:09 AM, 1:49 PM, 2:36 PM, 2:59 PM, 2:558 PM, Unverified
4:50 PM
1818 Secretary - SP Supervisor 01-28-2016 08:00 7:46 AM, 1:06 PM, 2:15 PM, 4:53 PM Unwerified
1818 Secretary - SP Supervisor 01-27-2016 05:15 8:05 AM, 1:31 PM, 1:57 PM, 4:46 PM Unverified
15818 Secretary - SP Supervisor 01-28-2016 07:15 8:11 AM, 1:31 PM, 2:38 PM, 4:38 PM Unverified -

recard count: 4 of 4

Return To Clock Punch Yerification

Tip: Hover your cursor over the @ icon to display the terminal the employee used. Hovering over the punch

time displays the date of the punch.
Adding a Punch

1. In the Add Punch Time field, enter the time for the punch.

2. Click the Enter Punch button. The punch will be added to the Punches column in the correct

chronological order.

Removing a Punch

To remove a punch (for example, if there is a duplicate):

1. Click the punch time in the Punches column, click to select the time that you need to removed and drag it
to the Unused Punches column. Before you release your mouse button, be sure that your cursor is
touching the header row for the Unused Punches column.

2. Release your mouse button to place the time in the Unused Punches column.
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Be sure your cursor is touching the header row before
you release your mouse button.

J Punch Werification I Daily Approwval I eelkly Approwval }émplnyee Search |

Mame T Function ID Q011
Person ID 7ara Function Marne 9011-Adrinistrative Help
Badge ID 7a7a
Date: Friday 01-15-2016 - Status : Unverified
Type Funches Uniysed Punches| Add Punch Time Commen
n 803 AM @ ou | | 01-15-2016 Reason:
gt 1:00 Pl
@ Addition:
In 367 P )
Comment

Saving Changes and Building Time Cards
When you have finished modifying details for the time, you can build the time card.

1. In the Comments/Edit Reason field, select the reason for the change.

o

Enter any Additional Comments. This is a free-text field.
3. Click the Save Changes button to save the changes.

4. If you have completed your changes to the record and are ready to build the Time Card, click the Build
Time Card button. This action will build the time card and set this verification record's status
to Processed.

If a verification record has a status of Processed (Time card created), you can still edit punch details if necessary. If
you make changes and click the Save Changes button, the time card created from the old data is deleted, and the
record's status will revert to Unverified. You will need to rebuild the time card by selecting the Build Time Card
button.

Voiding a Punch Record

If for some reason the verification record was entered in error or will not be used, the record can be set as Void,
which makes it inactive. To void a record, click the Void Punch Record button.

e If the absence date is earlier than or equal to the current date and a substitute is assigned to the related
substitute job, the system will set the time card and punch record status to Cancelled.

e If the absence date is later than the current date or the related substitute job is not Filled or Pre-Arranged,
the time card status will be set to Deleted and the punch record will be set to Void.
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Recovering a Voided Punch Record

To recover a voided record:
On the Punch Verification tab, enter a date range, set the Status filter to Void, and click the Search button

to show all voided records for the selected date range.

1.

2. Double-click the record to access the Details view of the Punch Verification tab.

3. Click the Save Changes button to remove the void and set the status back to Unverified.

Building Time Cards from Punch Records
Use the Build Precertified Time Cards and Build Selected Time Cards buttons to build time cards from the Punch

Verification tab.
1. In the Status field, be sure that Unverified is selected.

2. Click the Build Precertified Time Cards button to build all time cards within a 15-minute variance of the
employee’s schedule. After you have built the precertified time cards, the Punch Verification tab shows

only the records that could not be processed in the list of search results.

Punch Verification | Daily Approval =~ Weekly Approval ~Employee Search = Leave Request Approval

Search Criteria

Location: ALL

Employee
Start Date: * ||11-13-2017 Status: Unvenfied
Name: E
Display Exempt
End Date: W | 11-13-2017 m Organization: ALL Type: A Mo
Punches:
Q Search Pay Group: ALL On Behalf Of: Myself
Click here to Select All / De-Select All Records
= Search Results 0 Records
Employee Employee Date PCN/Job Role/Function Organization Location Type Punches Hours Lunch Absent Absence Scheduled Day Select Status
Worked Hours Reason Type

Name . ID . ID . Name Name
ELH 2z 3z

3. Review the remaining records in the list, and for each that is correct, select the Select box.

a. To select all records in the list, click the Select All link. To clear all selections, click the De-Select

All link.

If a record shows Error in the Hours Worked column, the Select box is grayed-out and cannot be selected. You

must work with the records on the Detail page prior to building the time card.
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When you have finished reviewing and selecting records, click the Build Selected Time Card button. The system

will process the records you selected that fall within the 15-minute variance.

Punch Verification | Daily Approval  Weekly Approval Employee Search ~ Leave Request Approval

Search Criteria

Employee
Start Date: * |[11-13-2017 m Status: Unverified Location: ALL
MName: E
Display Exempt
End Date: u | 11-13-2017 m Organization: ALL Type: A No
Punches:
Q search Pay Group: | ALL On Behalf Of: Myself
click here t@Select All / De-Select AllRecords

0 Records

= Search Results
Employee Employee Date PCN/Job Role/Function Organization Location Type Punches Hours Lunch Absent Absence Scheduled Day Select Status
Worked Hours Reason Type

Name . 1D . 1D . Name Name
H 2 3l

Add Missing Work Day Build Precertified Time Cards Build Selected Time Cards
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Time Card Approval

1. Navigate to the Frontline home page and locate the Time Card.

2. Select Time Card Approval.

Time Card

I Time Card Approva I

Clock Punch Verification

My Organization Attendance

3. Select the Weekly Approval tab.

Month/Year

[ Employee Heme:

Organization: ALL

Week Ending: %

My Status: Al

= Time Card Weekly Approval

Pay Group: ALL

Employee Employee  PCN/Job  Organization Time

Name U] p o] Worked

Ik

Time

Missed

FY T — [ ——

Punch Verification  Daily Approval lj Weekly Approval @Employee Search  Leave Request Approval

B e Al

Total for the

Week

Location:

Scheduled Projected

oT

My

Approval

Display Exempt Punches:

Include Substitute Time Cards:

On Behalf Of:

Final Plug Plug

Status Required Applied

No
No

Myself

Emp

Approval

0 Records
Unverified Punch

Records

If no verification records have been built in Clock Punch Verification, then the time card is not displayed on

the Weekly Approval tab.

Locating Employee Time Cards

1. In the Week Ending field, enter the date within the week you want to view. When you click the Search

button, this field will change to show the last day of the week you selected.

2. By default, search results will include all employees in your workflow. To locate time cards for a specific

employee, in the Employee Name field, enter his or her Employee ID or name in the Employee Name

field or click the B icon to access the Employee Lookup tab and search for the employee.
3. The default value of the Display Exempt Punches field is Both which will display both exempt and non-
exempt punches. If this field is set to No, punches from exempt employees are not included in results. To

view only exempt punches, set the selection to Yes.

By default, My Status is set to All, but you can change it to (A4)-Approved or (P)-Pending.

5. Select an Organization, or leave the default ALL selected.
By default, Include Substitute Time Cards is No, which means substitute time cards will not be included

in your search results. To include substitute time cards, change the selection to Yes.
7. Select the Total Hour Status: All, Over 40, Over Schedule, Under 40, or Under Schedule.
Click the Search button to view the employees' time card information on the tab.
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The Time Card Weekly Approval table includes a row for employees who have no time cards available but do
have Unverified punch records, including function punch records. For these records, the Time Worked, Time
Missed, and Total for the Week columns contain 00:00, and the Unverified Punch Records column contains the
number of unverified records. If an employee is non-exempt, the Plug Required column displays Yes.

Viewing the Employee's Time and Attendance Summary for the Week

You can click an employee's name on the Weekly Approval tab to view a summary of the employee's time and
attendance records for the selected week.

Punch Verification =~ Daily Approval  Weekly Approval = Employee Search = Leave Request Approval

Name Person ID Card ID
PCHN - Role Name 1045 - Teacher - Elementary Org Name Elementary

Position Location Elementary

Click here to Select All / De-Select All Records

11-02-2017 Professional Development 08:00 00:00 08:00 P P B
11-03-2017 Professional Development 08:00 00:00 08:00 P P P
Totals 16:00 0:00

Page Totals 16:00 0:00 Approve Selected Time Cards
4y Return to Weekly Approval Previous Employee m

Regular Assignment - 1045

This view lists the record for each job and/or absence reason in the selected week, as well as the total hours. From
this view you can:

e (lick the Detail button to view the Time Card Detail tab.

e Select one or more items in the list and click the Approve Selected Time Cards button to approve the
records.

e Click the Return to Weekly Approval button to go back to the Weekly Approval tab.

e Click the Previous Employee or Next Employee buttons to move through summaries for the other
employees listed in the results.

Approving All Time Cards

To approve all time cards displayed in the list, click the Approve All Time Cards button. These records will
prevent time cards from being approved:

e Function time cards
e Absences
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e Time cards that exceed the Approval Hours Threshold business rule
Adding a Weekly Plug

The Weekly Plug button creates a time card that covers the difference between the amount of time the employee
has worked (Total for the Week) and the amount of time he or she is scheduled to work (Scheduled Hours).
Employees whose Total for the Week amount is less than their Scheduled Hours amount will show YES in the Plug
Required column.

If your district uses weekly plugs, then when the week is complete and employee time cards have been approved,
click the Weekly Plug button. The weekly plug will apply to all employees who

e are currently displayed on the page based on the search criteria you entered,
e have all of their time cards for the week approved in the Final Approval column, and
e have Yes in the Plug Required column.

The system creates an absence for the hours created by the plug. The absence hours come out of the employee's
leave bucket and systematically ensures that non-exempt employees account for all their hours. After you click the
Weekly Plug button, the Plug Applied column shows YES.

15-Time Card Details

Use the Time Card Detail tab to review employee time card information and to make any necessary adjustments
before approving the time card for payroll processing.

1. To access the Time Card Detail tab from the Weekly Approval tab, click an employee name.
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| Time Card Detsil |

(1 of 4) Approvals Required: 4

card ID: 3434 Name: ——— Role Name: Specialist - Computer Tech 111
Person ID: 3434 PCMN: 3888 Org Name: Technology Support Services
My Approval Pending Approval Status: Pending Yiew Accounts
Date/Job Name: ‘TueJ Jan 19, 2016 - Specialist - Computer Tec!El
Comments fEdit ‘ El Additional i P
Reason: c s Characters remaining: ¢ 500 max)
Clock In cClock Out Time Card In Time Card Out Hours Absence Reason Abs. Code Leave Path
6:53 AM 11:59 AM [653am ] [11:58am | 05:08
12:28 PM 4:00 PM [1z:zaPm | [4i00Pm | 03:32]
Lunch: | 00:00| Attachment Count:0

— _
Add Like Time Card

Add Qut of schedule || undo approval JI - ] save ] avprove] > ] schedule maintenance ]| View drt ecord
Function

Time Card:
Payroll:
Absent:

Accounted for:

08:38
05:45
ao:oo Yariance: 00:4%
Scheduled:
05:45
0s:00

DELETE / CANCEL Time Card Undo Cancel

Other Time Cards For This Date

sort | Clear  Sorted by: (default)
Job Id Job Mame

Approwed

\ =

=

Scheduled Actual Actual Times Adjusted Times

=) =

= =

Return to Time Card Approval

record count: 0 of 0

2. Modify the time card detail as necessary. The following criteria can be modified:

selected pay period.

Date/Job Name for the time card. Use the drop-down list to select other time cards to view for the

o Comments/Edit Reason to explain why you are editing the time card

¢ Additional Comments regarding the time card

¢ Time Card In and Time Card Out to adjust the start and end times

e If absence information has been saved for the employee on the date, the Absence Reason, Abs.
Code, and Leave Path fields are active and can be modified.

3. Click the Save button to save any modifications you have made to the time card details. The time card will
be reverted back to Pending status.

4. Click the Approve button to approve the time card.
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Deleting or Cancelling a Time Card
To delete or cancel the record for the time card you are viewing:
1. Click the DELETE / CANCEL Time Card button. A Confirmation box asks you to confirm that you want to
delete or cancel the time card and to remind you that if the time card is for an absence to notify any
assigned substitute that the job is no longer active.

2. Click the Yes button to delete or cancel the time card.

If you have canceled a time card record in error, click the Undo Cancellation button.

Additional Tasks on the Punch Verification Tab

You can add a function to an employee to record activities or duties beyond his or her regular assignment. A
function can be added for an employee who matched your search results and is already listed on the Punch Card
Verification tab or for an employee who is not listed on the Punch Card Verification tab.

Adding a Function for an Employee
To add a function to an employee, follow the steps below.

1. Click the row for the employee record and click the Add Function button. The Add Function to
Employee box appears with the Employee ID field populated.

Add Function to Employee X

Employee ID: E

Date: G

Function:

If you are adding a function for an employee not listed on the Punch Card Verification tab, click the Add
Function button to display the Add Function to Employee box. The Employee ID field will not be

populated. Enter the employee's ID or click the B icon to view the Employee Lookup tab and search for
the employee.

2. Enter a Date.
3. Select a Function.
Depending on the function type, the Organization field appears. Select the Organization to use for this

function.
4. Click the Continue button to show the Punch Details view of the Punch Verification tab.
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Adding a Missing Work Day

If you are adding a missing work day for an employee not listed in the Search Results on the Punch Card

Verification tab:

1.

Employee ID: E

Date:

PCN:

Click the Add Missing Work Day button to display the Add Record to Employee box.

]

=

In the Employee ID field, enter the employee's ID or click the == icon to view the Employee Lookup tab
and search for the employee.

Enter the Date for the record that you are adding.

The employee's PCN appears when you select the Employee ID.

Click the Continue button. The Punch Details view of the Punch Verification tab is displayed with details for
the selected employee shown. The Date field is populated with the date you entered in the Add Record to
Employee box.

Enter the hours for the missing day, either in the Additional Hours field or by adding punches.

Select the Comments/Edit Reason.

Enter any Additional Comments as needed. This is a free-text field.

Click the Save Changes button.

If you are ready to build the time card, click the Build Time Card button. If the missing work day is within
the date range you entered on the Punch Verification tab, the record is added to the list of search results.

Adding an Absence

If necessary, you can add an absence record for an employee from the Punch Verification tab. An absence record

can be added for an employee who matched your search results and is already listed on the Punch Card

Verification tab, or for an employee who is not listed on the Punch Card Verification tab.

To add an absence for an employee listed on the Punch Card Verification tab:

1.

Click the row for the employee record and click the Add Absence button. The Add Missing Record to
Employee box appears with the Employee ID populated.
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To:

Add Missing Record to Employee x

Employee ID: E
Start Date:

End Date:

PCN:

Hours Absent Per Day:

From:

Lunch({In Minutes):

Absence Reason: *

Leave Use Path: *

Authorization Code: *

Mote: £
Substitute Required?: * (@) Yes Mo

FMLA Indicator: Yes (@) No

&
&

If you are adding an absence for an employee not listed on the Punch Card Verification tab, the Employee ID field

will not be populated. Enter the employee's ID or click the B icon to display the Employee Lookup tab and

search for the employee.

2.

Enter the Start Date and End Date for the absence.
The employee's PCN should appear when you select dates.

Enter the Hours Absent Per Day. If you are entering a range of dates, do not enter the total hours for the
range. Only enter the hours the employee will be absent each day in the date range.

The From, To, and Lunch fields are populated by the employee's assignment schedule, but you can
change these if necessary.

Select the Absence Reason.
Select the Leave Use Path.
Enter the Authorization Code.

Optional. You can add a Note about the absence.
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10.

11.

12.

By default, the Substitute Required field is set to Yes. If no substitute is required for the absence, change
the selection to No.

Select the FMLA Indicator based on whether this absence represents a Family Medical Leave of Absence.

Click the Submit button to create the absence.
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Frontline Reports

Open Purchase Order Report

This guide will demonstrate how to run a report in Frontline that lists open purchase orders.

5. Navigate to the Report Tree, either through the Ribbon or selecting the icon at the top left of the screen.

Reports " NAVIGATION ©
{7} Home
My Report Profiles Dashboards )
Report Category Yr Favorites >
My Query Builder ) Recent ltems >
Reporting and Analytics MR laied 2
L.l Report Profiles

6. Select the Open Purchase Orders by Requisitioner report

Filter: | open
= Campus Reports
i [@-Campus Reports
i. Open Purchase Orders by Requisitioner

7. Enter the necessary data into the required fields. To account for the whole year, choose September 1 as
the Begin date, as it is the beginning of the fiscal year.

Open Purchase Orders by Requisitioner

Purchase QOrder Type: * |ALL E|
Begin Date: # |
End Date: # |
Sort By: # | PO Type E|
Traditional PO Record Filter: # |Finar1u:ia|| E|
Enter Fund(s) or ALL: # |ALL

Requisitioner: 093076

Profile Name: |

Beavennepor |
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8. After the information has been entered, press the Request Report button. Select the desired format
(Adobe Acrobat PDF or Microsoft Excel), then press Ok.

Please Select an Output Type

Report Qutput Type: Adobe Acrobat (PDF)

The completed report will be found in the Report Queue. There are two places a user can click to enter the Report
Queue, both circled below.

©
@ Home p . R p f
oslition eport rofl
Dashboards 5
@) standard Dashboardable
@ Recent ltems 3
¥ Filter
& Related N ;
---CE"npus Reports
L.ul Report Profiles @ Finance
---HJ'nar Resources
I :E REport Queue I ---Stude*:

Click the report name to open it.

Submitted Report Requests

Sort | Clear  Sorted by: (default)

Mame Request Date

[My Open Purchase Drdﬁ 05-18-2016 14:07
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Account Expenditure Ledger Report

This guide will demonstrate how to run an expenditure report in Frontline.

1. Navigate to the Report Tree, either through the Ribbon or selecting the icon at the top left of the screen.

Reports

NAVIGATION

My Report Profiles
Report Category

My Query Builder
Reporting and Analytics

Home
Dashboards

Favorites

'Y
@
hid
L))

-

& Related

Recent ltems

L.ul Report Profiles

2. Select the Account Expenditure Ledger report. For General Funds (199) others that are identified as

“Fiscal Year”, choose the By Fiscal Year option; for special revenue funds that are identified as “Program

year”, choose the By Program Year option.

Report Profiles

®) Standard

Report Queue

Dashboardable

3.

% account expenditure| b4

@ -Campus Reports

=-Finance

- General Ledger
®- GL Transaction Detail By Source With Balance

Revenue and Expenditure Budget Report By Fiscal Fund
Revenue Expenditure Budget Report By Program Year Fund
Account Expenditure Ledger By Fiscal Year Fund

Account Expenditure Ledger By Program Fund

Enter the desired data constraints. The current date would most likely be used as the Transaction date,

and the Fund and Budget Manager elements will narrow the report to a specific Budget Manager. When

ready, press Request Report.

Account Expenditure Ledger By Fiscal Year Fund

Fiscal Year: * 2019

Begin Budget Omner: "

End Budget Owner: * | ALL

Transaction Dates * =
Include Accounts with Zero *

No
Amounts?

Budget Account Elements:

Fund AL |aw
Function AL ||aL
Object AL |[ALL
Sub-Object AL |[ALL
Organization AL [|AL
Program Intent AL ||ALL
Budget Manager ALL || ALL
Project AL ||AL
Employee ID: 133078

Profile Name:
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4. After the information has been entered, press the Request Report button. Select the desired format
(Adobe Acrobat PDF or Microsoft Excel), then press Ok.

Please Sclect an Output Type

Report Qutput Type: Adobe Acrobat (PDF)

5. The completed report will be found in the Report Queue. There are two places a user can click to enter
the Report Queue, both circled below.

NAVIGATION

{1} Home

Dashboards

Favorites

O B

Recent Items

a4

Related

Sn

Ll Report Profiles

Report Queue I

@ @ CV - TESTING ENVIRONMENT / GalenaPark I

Position Report Prof

Report Profiles Report Queue
>

® | Standard Dashboardable

¥ Filter
---Ca"npus Reports

nance

uman Resources

---Stude*:

Click the report name to open it.

Refresh Rate: % | Stopped|

Name

Report Profiles Report Queue

= Submitted Report Requests

Account Expenditure Ledger By Fiscal Year Fund
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