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Account Management Audits & Utilities

This session demonstrates many of the utilities and audits in Skyward with a discussion of their
purpose and when they are most beneficial.

Account Code Maintenance

- Mass Add Accounts
— Account Merge/Change
- Mass Activate Inactivate Accounts

- Mass Delete Accounts

+ Data Integrity Audits
—  Batch Activity

—  Check for Orphan Encumbrances
— Reestablish Encumbrance Audit
— Audit Budgetary Account

—  Beginning/Ending Balance Audit

*  Month End Close Utility
*  View Update History
*  Audit Monthly Budgets



When mass adding accounts we
typically begin with the “Mass Create
Account Add Transactions” to build a
list of accounts to add based on
existing accounts in Skyward.
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Accounts: Exclude FUND Range 240 to 240 * Old Value: |8 ¥ 2017-2018
Reset
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Mass adding accounts may be done by
manually creating the list of account or
by using the mass create accounts
option once the rule has been
processed.
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The Batch Activity audit cycles through
the system to refresh the batch activity
displayed on reports and in chart of
accounts.
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| FMMANMALNDTDTABA, - 3094 - Batch Activity ==
The Batch Activiky Audit clears an account's current batch fi_ﬂun
activity and rebuilds the bakch ackivity For the Following: Ya
Purchase Orders, A2

AP Invoices and Check Requesks,

' General Inpuks: Journal Entries, Cash Receipts, and
] Accounts Receivable,

Budget Revisions and Transfers,

IF wour site uses Inventory, Inventory Requisitions and
Disbursements are also processed,

If wour site uses Batch Activity for Credit Card Transactions,
these will also be processed.

An exception report is produced after processing.,

1 Executes the Batch Activity Audit, & kDo
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The Check for Orphan Encumbrance
audit cycles through the system to
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identify encumbrances that are no FrAARALLDTP ONC D - 3087 - Check for Orphan Encurnbrances [ 2|

longer tied to a PO. Manually delete L 5

any item listed. Run Audt] [
Deletesll

Encumbrance Detail Infarmation

b Delete

-

’Message @

L]

Mo orphan encumbrance detail records found.

@swoc |
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The Reestablish Encumbrance audit is
run to verify and re-establish the
account master encumbrance
amounts. Run this audit to correct PO
issues.

FrAs AR ALNDIPONRE - 3096 - Reestahlish Encumbrances 22

"-.I The first step of this process will run an audit looking for
' amount mismmatches betaeen the Encumbrance detail amounts and the

account FISCAL YEAR TO DATE andfar MOMNTHLY Encumbrance
amounts,

If ary mistmatches exist, a report showing the affected accounts
will be generated,

Lfter closing the report, wou will be presented with a message
asking if wouwwould like to run the update process,

Would ywou like to continue with the first step of the process
and run the audit?

ves || Mo
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This audit is the 2" step of the year FRASAMAAL - 828 - Audits (&=

end close and validates each account € skyDoc (% Run || @close |

to verify the detail activity against the E-—y Account Managsment - A4 -

YTD totals. ﬂ Audit Budgetary Account - &B pen |

ﬁ Beginning/Ending Balances - BE

ﬁ Yiew Update History - WU

ﬂ Account Master Audit - Ak

A Audit Monthly Budgets - MB ] [
Ell &udit Source Docurment &ccounting - S0

|'_—'|d Setup Structure - 55 f—

FhAsARSALRARYAR - 3088 - Audit Budgetary Account

Maximum # of Exceptions; |sHEEE

Cancel
Fiscal Year Range: 2015-2016  thru; 2015-2016
Mazximum number of exceptions to process., a ShkeDioc

------ L LHeCE TOr Urpran ERCUmDrances: - T

------ Master/Detail PO Activity - MD ard, Ir
------ /A Encumbrance Balance Check - EB ?e%tﬁl
------ £\ Reestablish Yendor Encumbrance - RY

------ A Summary Encumbrance Balance - SE 1

By AP Invoices - Al
------ £ Master/Detal Invaice Activity - MD
M Fiv AP Wickar lhwsninras - EA

This will walidate each account ko verify the detail activity -
against the ¥TD totals,
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This audit validates the beginning and FRMANTAL - 828 - Audits =]

ending balances for the balance sheet € skyDoc [ Run || @Close |
accounts. EIEQ Account Management - Ak -

------ ﬁ Audit Budgetan Account - AB FEN

------ & Beginning/Ending Balances - BE Diac

ﬁ Wiew Update Hiztary - WU |

. 2% Account Master Audit - A nfl

FrhARAALNARKYEE - 3089 - Beginning/Ending Balances L]

# of Exceptions: SHEEEREEE

Starting Fiscal Year: 2015-2016

Maximum number of exceptions to process, ﬂ SkyDiac

LA Batch Activity - BA
=/ Purchase Orders - PO —
------ /% Resstablish Encumbrances - RE
------ A% Check for Orphan Encumbrances - CO

------ Master/Detal PO Activity - MD hruare
------ £ Encumbrance Balance Check - EB ?e%t:'i
------ A\ Reestablish Vendor Encumbrance - Ay

------ A Summary Encumbrance Balance - S5E 1

By AP Invoices - Al
------ ﬁ M azter/Detal Invoice Activity - MD
A Fiv AP Hickar launicas - FA

This will walidate the beginning and ending balances For the -
balance sheet accounts,

-




The Month End Close utility may be
used to prevent transactions being
updated once all accounts have been
reconciled.

(=) Month End Close - WR\AM\PS\UT\ME\ME - 31054 - 05.18.06.00.08 - Internet Explorer

Year w Month # | Month Name Is Open
2019 2 February Yes
2019 1 January Yes
2018 12| December Yes
2018 11 November Yes
2018 10 October Yes
2018 9 September Yes

T T S S

2018 7 July Yes
2018 6 June Yes
2018 5 May Yes
2018 4 April Yes
2018 3 March Yes
2018 2 February Yes
2018 1

Month End Close
Views: Fiters:

January

Yes

Closed By Date Closed Was Reopened
No
No
No
No
No

No
leyscr Lola G O/ N
No

No
No
No
No
No
No

Open Month

Notes

Back




Allows users to view updates in time
sequence, similar to a history button.
You may select to view the update
history based on a specific source.

(2 View Update History - WRAM\PS\AU\VU - 11522 - 05.18.06.00.08 - Internet Explarer - O X
View Update History - IREE .
Views: [General V] Filters: [**All Accounting Types v] Y W & & Notes
Update D w | Create Date Time | Source Post Date Fiscal Y1| Month | User Update Control Code gltach

(b oo oa/ic/aci | asseMlm | oo/soscia | aisl  olmeywrides conpec SIS
» 26052 08/10/2018 4:06 PM PR 03/15/2018 2018 9 Akeyscr Lola G Complete

4 26051 08/10/2018 3:17 PM PR 08/31/2018 2017 8 Akeyscr Lola G Complete

> 26050 08/10/2018 2:53 PM PR 08/15/2018 2017 8 Akeyscr Lola G Complete

> 26049 08/10/2018 2:23PM PR 07/31/2018 2017 7 Akeyscr Lola G Complete

3 26048 08/10/2018 2:05PM PR 07/15/2018 2017 7 Akeyscr Lola G Complete

> 26047 08/10/2018 9:55 AM PR 08/10/2018 2017 8 Lyons Kayelee Complete

> 26046 08/06/2018 11:10 AM FXDP 08/31/2018 2017 8 Averittscr Candace G

> 26045 08/06/2018  11:08 AM FXDP 06/30/2018 2017 6 Averittscr Candace G

» 26044 06/26/2018 2:50 PM AP 05/31/2018 2017 5 Akeyscr Lola G Complete

» 26043 06/26/2018 2:44 PM POCL 06/30/2018 2017 6 Akeyscr Lola G

> 26042 06/26/2018 2:43 PM AP 06/30/2018 2017 6 Akeyscr Lola G Complete

> 26041 06/26/2018 2:41 PM AP 06/30/2018 2017 6 Akeyscr Lola G Complete

» 26040 06/26/2018 2:38 PM POCL 05/31/2018 2017 5 Akeyscr Lola G

4 26039 0e/2e/2018 2:36 PM AP 05/31/2018 2017 5 Akeyscr Lola G Complete

» 26038 06/15/2018 3:31PM PO 06/15/2018 2017 6 Gomez Javier Complete

> 26037 06/15/2018 3:25PM PR 06/15/2018 2017 6 Akeyscr Lola G Complete

» 26036 06/15/2018 2:50 PM PR 04/15/2018 2017 4 Akeyscr Lola G Complete

> 26035 06/15/2018 2:21 PM PR 0z/15/2018 2017 2 Akeyscr Lola G Complete

» 26034 06/14/2018  12:54PM PR 08/14/2018 2017 6 Akeyscr Lola G

< >
20 V| M4 4 B MW 20 records displayed Update ID: ||
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The Audit Monthly Budgets audits FRAMYAL - 828 - Audits =]

locates batches that have not been 8 skyDoc [+ Run |[@clos= |

updated and displays them in a browse -/ Accourt Management - AM -

allowing the user to update the - Audt Budgetary Account - 4B B
.. b ,ﬂ Beginning/Ending Balances - BE

activity. - 1

...... ,ﬂ Yiew Update Hizto - WU
...... & Account Master Audit - Ak B
' ...... A% Audt Manthly Budgets - MEB .
i - Audit Source Document Accourting - S0
|'_:|€'Q Setup Stucture - 55

A vendor Master -

FrAbarial b arabAB - 6267 - Audit Monthly Budgets

1l

oK

Fiscal Year Range: 2015-2016 thru: 2015-2016
? ¥ cancel
The OF button accepts all entries. i) skyDoc
------ & Check for Orphan Encumbrances - CO
------ M aster/Detail PO &ctivity - MD -
I I R A% Encumbrance Balance Check - EB ?

------ & Reestablizh Wendar Encumbrance - BW
------ ﬁ Surnmany Encumnbrance Balance - SE
By AP Invoices - Al
------ & M azter/D etail Invoice Activity - D

A Civ AP Hickan lnunicas . Fh

I This audit will compare the detail activicy For budget -
transfers and revisions with monthly budget and fiscal vear
surmmary . Exceptions are displayed in a browse, Reporting

and updating options are available from the browse, —fem




End of presentation —
Extra space for other notes
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