Submitting Check Requests in Skyward Financial Management
Financial Management:

Go to https://skyfinance.isd181.org/scripts/wsisa.dll/WService=wsFin/seplog01.w OR go to isd181.org, click
Staff, Skyward Finance & Employee Access.

Enter your employee access login information. If you do not know your employee access login info, click the
Forgot your Login/Password? link.

Click the Accounts Payable tab, then under Check Requests select Submit and follow the SkyDoc below.
Informational Notes:

If you are in multiple PO groups, select the PO group based on the appropriate approver for the invoice. Invoices
that have a PO number should NOT be submitted via check request. Invoices with a PO number should be
submitted to the Accounts Payable/Receivable Secretary by signing and marking Full (F) or Partial (P) for
payment. Walmart purchases and credit memos need to continue to be vouchered, not submitted via check
request.

The invoice number entered should include zeros. If you receive the error below, the invoice has already been
submitted or paid. If there is only an account number, the invoice would be the account number plus the date
i.e. 123456-JAN23, 123456-FEB23, etc. There should be one invoice per check request.

The Invoice Number entered already exists for this vendor.
Please enter a different Invoice Number.

OK

If there is no due date on the invoice, the due date should be 30 days from the date of the invoice. If the invoice
is due upon receipt, the due date should be one week after the next check run i.e. next check run is 7/21, due
date would be 7/28.

Only four account codes can be added to each detail line description. If more account codes are needed,
multiple detail lines will need to be entered.

If the invoice needs to be paid before the next check run, please email the Accounts Payable/Receivable
Secretary (accounts.payable@isd181.org).

Every check request should have a legible invoice or receipt attached.


mailto:kristie.oliver@isd181.org
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= Check Request Information

= Check Request Detail Line Entries
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This concludes the tutorial.

w» Check Request Information

Check Request#
Invoice Date:
Due Date:

PO Group:
Description:
Vendor:

Entered By:

000000000000021
02M6/2012

02162012

101 - Jones Elementary
equipment rental

Abc restaurant supplyscr

Szaszscr Charles on 02/16/2012

Invoice # PS101-10072012
Request Amount: 100.00
Do not mail: No

9383 Scramble avenue PO BOX 42226 Scramble WV 55555

w Check Request Detail Line Entries
Description
General Ledger Account Distribution
equipment
199 E 41 6399 00 7041 0 99 000
199 E 31 6399 00 101 0 11 000

Invoice Number Invoice Date
Accounting Amount

P3101-10072012 02/16/2012
50.00

50.00

w Approval History

Drate Time Status Approval Level Name/Note
Awaiting Approval Level 2 Alkinsscr, Leatrice A
Awaiting Approval Level 1 Jonesscr, Jamie
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