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

 

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 (-). 

 

Menu options vary based on 
your assigned security roles 
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Creating a Desktop Shortcut for Frontline 

1. 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 

 

 

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

a. Place the mouse arrow over New 

b. Click Shortcut 

c. The Create Shortcut Wizard window will open 
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3. In the field indicated below, enter the address as shown, then click Next. 

             

 

4. In the field indicated below, enter ‘Frontline’, then click Finish. 

 

Frontline 
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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. 
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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: 
 

 
 

 

 

 

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. 

 

 

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. 
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Your Frontline Account 

 

Selecting the User Name will display the Sign Out option. 

 

Notifications 

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

 Expand All Icon – Expands all menus to show all options. 

Collapse All Icon – Closes all menus and hides options. 

 Time Stamp - Submit a punch and view your last eight punches, if your role is configured 
to allow you to perform time stamp punches 

  Configure Icon – Opens the customization menu and has tutorial information.  More 
information on this coming soon. 

 

User Name 
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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. 

 

 

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 will display a list of available columns to sort 
by. 

• Columns will display all available columns. Use 
the radio buttons to toggle the column view. 

• Filtering allows data to be filtered by specific 
criteria. 

• Clear All Filters will remove any filter settings 
applied. 

 

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

 

The down arrow provides additional options available to that specific column.  
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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.  All records that were loaded 
will be sent to an Excel or CSV file. 

 

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: 
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Search My Accounts 

Account Detail 

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

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

 
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. 

 

The   button can be ignored.
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Budget Processing 

Enter a Budget Change Request 

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

  

2. Select the fiscal year 

   

3. Click Add 

 

4. 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 
d. 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) 
f. Press  to add an account in the Decrease/Increase areas. 
g. To filter the list of account numbers, press  
h. To clear the values from the element boxes, click  
i. 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. 

l. 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 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. 

 

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 

 

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  

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  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 

  

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  

 

 

 

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.    

Vendor Listing is updated on a 
monthly basis.  Check it monthly for 
updated vendor information. 

https://www.galenaparkisd.com/Page/1153
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A filter can be added to the first row to allow a better search option.   

 

 

 

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. 

 

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

 

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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7. 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. 
8. 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.  

9. 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. 

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

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

a. To include 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. 
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13. Click the  button. The Line Items tab is displayed.  

 

 



Section 15: Frontline Procedures 

 

Page 15-22 
Galena Park Independent School District 

July 2024 

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. 
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**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. 

 

**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. 

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  icon to select one 
from the Account Number tab (Use the grey scroll bar to see this option).   
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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  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  button 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 

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

 

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. 

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

 

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

2. Select Create Requisition 

 

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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Complete all Required Fields: 

• Category 

• Ship-To Location 

• Ship-To Receiving Group 

 
5. Click the Add Line Items Button 
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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: 

 



Section 15: Frontline Procedures 

 

Page 15-30 
Galena Park Independent School District 

July 2024 

7. Search by item numbers or description of items and add items to cart 
 

 
 

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

The items in the cart will be transferred back into FRONTLINE 

• Quantities 
• Vendor Stock Number 
• Unit of Measure 
• Description 
• Unit Price 

 
 

9. To enter account number, select ‘Click to add an account’ under the Accounts column. 
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10. Enter the appropriate account number 
 

*Note: ‘Ok (save current line)’ will add account number to the ONE line 

‘Copy to ALL empty lines’ will add the same account number to ALL lines* 

 

 

 

 

 

 

 



Section 15: Frontline Procedures 

 

Page 15-32 
Galena Park Independent School District 

July 2024 

 

 

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 

 

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

 

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. 

 

 

4. The Fiscal Year is auto populated. 

5. Click the Continue button.   
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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. 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. 

15. 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. 

16. 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. 

 

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

Choose Requisition Lookup and Blanket/Project Requisiton Search 

 

Check the box for My Requisitions and choose Search 

 

 

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

 



Section 15: Frontline Procedures 

 

Page 15-38 
Galena Park Independent School District 

July 2024 

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. 

 

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

2. Select Create Requisition 

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

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

 

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

 
 
 
 



Section 15: Frontline Procedures 

 

Page 15-40 
Galena Park Independent School District 

July 2024 

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.  

 

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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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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13. Submit the cart by selecting the  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. 
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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 

 

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

 

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 

 

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

 

 

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.  

 

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

2. Select the Create Check Request link. 
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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. 



Fiscal Procedures Manual 

 

Page 15-47 
Galena Park Independent School District 

July 2024 

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., J 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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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. 

 

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  

https://cv-teams.galenaparkisd.com/requisition2/MaintainCheckRequestSaveAccountChangesAction.do
https://cv-teams.galenaparkisd.com/requisition2/MaintainCheckRequestEditAccountsAction.do?accountEditIndex=0&checkRequestLnItmSeq=0
https://cv-teams.galenaparkisd.com/requisition2/MaintainCheckRequestEditAccountsAction.do?accountEditIndex=0&checkRequestLnItmSeq=0
https://cv-teams.galenaparkisd.com/requisition2/MaintainCheckRequestEditAccountsAction.do?accountEditIndex=0&checkRequestLnItmSeq=0
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Choose Search to lookup your Check Request 

 

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. 

 

2. Select Create Employee Advance/ Reimbursement Request. 

 

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  icon to add an account.  The Edit Accounts box will display.   Enter the 
account number in the account element boxes or click icon 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. 

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

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

19. 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. 

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

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

 

https://cv-teams.galenaparkisd.com/requisition2/MaintainCheckRequestEditAccountsAction.do?accountEditIndex=0&checkRequestLnItmSeq=0
https://cv-teams.galenaparkisd.com/requisition2/MaintainCheckRequestEditAccountsAction.do?accountEditIndex=0&checkRequestLnItmSeq=0
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Search My Employee Advance/Reimbursement Requests 

Choose My Requisitions and My Employee Advance/Reimbursement Requests 

 

Select the Recipient of the reimbursement and Search to view your request.   
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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.  
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To Create a request: 

1. 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. 

2. 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. 

3. Enter an Arrival Location for the request. This fields behaves in the same way as the Departure Location. 
4. Enter approximate Departure Time and approximate Arrival Time. *Required Fields 
5. Select a Reason for Trip for the request from the drop downs. 
6. Add Notes to your request for the purpose of the trip. 

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

8. 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. 

9.  Set the Toll Type for the route.  If you select Fixed or Variable, enter the Toll Fee amount. 
10. 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. 
 

 

The Miles and Reimbursement Amount will automatically calculate for routes between Galena Park 
ISD locations. 
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Add New Location:                                   

 

 

1. 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. 
4. 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. 
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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 

 

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 

 

 

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.
 

 

2. Select Create Non-Employee Advance/ Reimbursement Request. 
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3. In the Recipient field, enter the Person ID for whom the request is being created , or click the 
icon to open the Search Person tab and locate the recipient.  If the Recipient is not set up, email 
Purchasing with Recipient name and address verified in Skyward. 

Note:  The system populates the Recipient Name field based on the selected recipient. 

4. In the 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  icon to add an account.   The Edit Accounts box will display.  Enter the 
account number in the account element boxes or click icon 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. 

 

14. Select Ok. 

15. 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. 

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

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

 

https://cv-teams.galenaparkisd.com/requisition2/MaintainCheckRequestSaveAccountChangesAction.do
https://cv-teams.galenaparkisd.com/requisition2/MaintainCheckRequestEditAccountsAction.do?accountEditIndex=0&checkRequestLnItmSeq=0
https://cv-teams.galenaparkisd.com/requisition2/MaintainCheckRequestEditAccountsAction.do?accountEditIndex=0&checkRequestLnItmSeq=0
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Search for Non-Employee Advance/Reimbursement Requests 

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

 

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

 

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. 

 

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

2. Select Receive 

 

3. Enter data in any field to search 

4. Select Search to display the purchase order 
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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. 

 

 

 

 

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 



Fiscal Procedures Manual 

 

Page 15-65 
Galena Park Independent School District 

July 2024 

 

8. Select Save once all items are entered as received 

 

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. 

 

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 

 

Enter your search criteria and choose Search 

 

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 

 

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. 

 

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

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

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

 

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, 

then click the Text-to-Columns  icon.  

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

 

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”   

 

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. 

Home tab:   Data tab:  
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To allocate funds to a particular account, click the Allocate Amount field and type the desired allocation. 

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

 

7. At any 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  

To leave the worksheet and return to the results screen, press   
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Approve Budget Entry 

1. Use the menu to select “Approve Budget Owner Allocations” 

 

2. Enter the “Budget Year” and select the Budget Owner for which approval is needed, then click “Search”. 
The results will appear below. 

 

3. 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 

 

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. 

 

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. To view 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: 

a. 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. 

b. 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. 

c. 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. 

a. Click the Select All button to select all requests listed. 
b. Click the Approve button to approve a selected request. 
c. Click the Approve All button to approve all requests listed. 
d. Click the Deny button to deny a selected request. 
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Review Budget History 

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

 

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  
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  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 

 
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 

 

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

2. Select Approve Requisitions 

 

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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c. 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). 

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

 

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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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. 

 

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 

 

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

 

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

  

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

2. Select Approve Blanket/ Project Requisitions. 

 

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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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. 

 

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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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. 
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Search for Blanket Requisition 

Choose Requisition Search and Blanket/Project Requisiton Search 

 

Check the box for Requisitions I Approved and choose 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. 

 

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. 

 

To view the notes, select Notes at the bottom of the screen. 
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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. 
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Approve/Deny Check Requests 

 

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

2. Select Approve Check Requests. 

 

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.  

 

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. 

 

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  

 

Choose Search to lookup your Check Request 

 

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 

 

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

2. Select Approve Employee Advance/Reimbursement Requests. 

 

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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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. 

 

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  

 

Choose Search to lookup your Employee Advance/Reimbursement Requests. 

 

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 

 

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

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

 

3. 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.  

 

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

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

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

 

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

 

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

2. Select Campus Cash Receipt  

 
3. 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. 

 
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  

 

13. After adding the price (deposit amount), select the  icon or press tab and the program will expand to 
be able to input the form of deposit 

 
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. 

 
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 ½ 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. 

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


Section 15: Frontline Procedures 

 

Page 15-96 
Galena Park Independent School District 

July 2024 

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.  
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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 

 

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

 

 

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

26. Select Choose File to browse for your file 
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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 

 

Receipts will accumulate to form a batch 
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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. 
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31.  Click Print Batch Receipt to get a summary of the cash receipts  

 

 

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.   
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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: 

 

 

35. Select Yes if you would like another receipt printed or No if you do not need another copy.  
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Renee L Beck
Ruby to provide updated picture with bag tag
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Search for Campus Cash Receipt 

Choose Cash Receipts and Campus Cash Receipt Search 

 

Enter the criteria for your inquiry and select Search 

 

The results will display with the following information:  

 

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. 

 

 

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: 

• 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 icon to access the Employee Lookup tab and search for the employee. 

• 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. 

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

• 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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• Select Void to view records that are not going to be used. In Frontline, punch records can be 
voided, but not deleted. 

• 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. 

• Select Denied to view records that were not approved. 

• 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. 

• 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. 

• Type: All is the default selection, but you can make a more specific selection. 

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

• Select Regular to view only punches within the regular schedule for the PCN. 

• Select Absence to view only absences. 

• 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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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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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. 

2. 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. 

• 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. 

• 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: 

1. 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. 

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. 

 

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. 

 



Fiscal Procedures Manual 

 

Page 15-109 
Galena Park Independent School District 

July 2024 

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. 
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Time Card Approval 

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

 

3. Select the Weekly Approval tab.  

 

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 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.  

4. By default, My Status is set to All, but you can change it to (A)-Approved or (P)-Pending. 
5. Select an Organization, or leave the default ALL selected. 
6. 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. 
8. 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. 

 

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: 

• Click the Detail button to view the Time Card Detail tab.  

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

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

• 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: 

• Function time cards 

• Absences 
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• 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 

• are currently displayed on the page based on the search criteria you entered, 

• have all of their time cards for the week approved in the Final Approval column, and 

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

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

• 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 

• 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. 

 

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

 

2. 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. 

3. Enter the Date for the record that you are adding. 
4. The employee's PCN appears when you select the Employee ID.  
5. 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. 

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

7. Select the Comments/Edit Reason. 
8. Enter any Additional Comments as needed. This is a free-text field. 
9. Click the Save Changes button. 
10. 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. 

http://support.teams.solutions/finance/Content/TimeAndAttendance/images/AddRecordBox.png
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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  icon to display the Employee Lookup tab and 
search for the employee. 

2. Enter the Start Date and End Date for the absence. 

3. The employee's PCN should appear when you select dates.  

4. 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. 

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

6. Select the Absence Reason. 

7. Select the Leave Use Path. 

8. Enter the Authorization Code. 

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

http://support.teams.solutions/finance/Content/TimeAndAttendance/images/AddMissingRecord_AbsenceNew.png
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10. By default, the Substitute Required field is set to Yes. If no substitute is required for the absence, change 
the selection to No. 

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

12. 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. 

   

6. Select the Open Purchase Orders by Requisitioner report 

 

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. 
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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. 

 

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. 

 

 Click the report name to open it. 
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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. 

   

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.  

 

3. 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. 
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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. 

 
 

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. 

 
 Click the report name to open it. 
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