
Department/Co-Curricular Expense Account Access
Logging in Via Employee Access also gives access to Financial Management, you may jump between the two "systems" one of two ways (see A/B Below)
Note: (when you leave Skyward it often times remembers the last system you visited, if you sign into Employee Access & it doesn't look right…you may be in the Financial System, you can Jump to the 

other system as indicated)

The easiest way to access the two screens you will be using to look at your accounts would be via the links to the Chart of Accounts & Expense Reports have 

been set up under the My Favorites column on your desktop (see C)

Click on down 
arrow or... 

...select the 
other system in 

this box 

Shortcuts or Favorites 
have already been set 

up, they link to the two 
mains screens you'll be 

using 

Chart of Accounts are a quick 
snap-shot of your Budget 
Amount, Fiscal Year Activity, 
Encumbered & Remaining 
Available Funds 

Expense Reports the 
printable/PDF reports similar 
to what you receive each 
month 



Chart of Accounts Screen 

Fiscal Year: You can 
change to view Previous 

Years.  Remember to 
change back  

Views:  Always 
should be 
Operating 

Statement (OS) 
Filters:  Can be edited to 
change view, i.e., column 

order, sorting, etc. 



To view 
Invoices Paid 

To view 
Account Detail, 

click the > 

Chart of Accounts Screen (con't) 



Expense Reports Screen 

Filters:  My 
Reports 

Print (selected 
report) 

Enter Start Date 
then End Date 

desired 

Print 



Report will 
Queue, then 

once complete, 
View Report 

Expense Reports Screen (con't) 



Print/Save Expense Report 

Reminder:  Questions or concerns regarding your account(s) &/or entries to your account(s) should 
be discussed with your Building Principal/Administrator.  If you need to double check an invoice 
you should contact Helen Johnson @ Ext 17157.  If an adjustment/journal entry needs to be made, 
please have your Administrator email or inter-office mail the the details of the entry to Tera 
Mytton.  (Journal entry request:  A copy of the expense report with the incorrect entry indicated 
(include account number) , the dollar amount, the (correct) account number to apply the amount 
to, and signature of an Administrator) 


