
Welcome 
to KS 
Skyward 
Users 
Group

BASIC BUDGETARY DATA MINING & 
FINANCE REPORTING

Come see how to create new Budgetary Data Mining Reports, as well as Financial 
Management reports. We will discuss how to process and how to schedule them 

to run automatically.

1. DATA MINING
1. Budgetary Data Mining

2. TOP SECRET – SELDOM USED – HIDDEN SKYWARD CANNED REPORTS
1. Account Clearance Groups

2. Trial Balance Report (Auditor approved)

3. Cash Summary report (IN WEB) 

4. Vendor Payment report by Vendor SSN/EIN

5. Purchase order report – Account number Sequence (when you are looking for all PO’s coded to a specific account number)

6. Accounts payable invoice reports – Account Sequence 

7. Check Reconciliation – Report for Selected Banks



Budgetary 
Data 
Mining

Budgetary Data Mining – provides you the freedom to layout reports that appeal most to you 
and your district.  

In Web, Financial Management, (1) Account Management, (2) Budgetary Data Mining



Budgetary 
Data 
Mining –
Balance 
Sheet 
Summary

For our BASIC budgetary training – we are going to look at three basic 
reports – Balance Sheet Summary, Revenue/Expense Summary, Basic 
information about Revenue/Expense Detail

Add a new report, (1) name the report and (2) select report type Balance 
Sheet Summary then Save and Add Parameters



Budgetary 
Data 
Mining –
Balance 
Sheet 
Summary

• I am changing (1) print totals to YES, (2) Report access for other users to 
Modify and (3) checking the exclude accounts buttons and (4) choosing no 
amount in the Fields Selected then (5) Save and Add Breaks



Budgetary 
Data 
Mining –
Balance 
Sheet 
Summary

• I am (1) checking the 2nd position of Fund and the type; (2) highlighting on 
FD Position 2 and (3) changing break to Double and (4) adding a Dbl
Underline and (5) Save Breaks and Add Ranges:



Budgetary 
Data 
Mining –
Balance 
Sheet 
Summary

• No changes – just (1) save Ranges and Add Fields



Budgetary 
Data 
Mining –
Balance 
Sheet 
Summary

• Account number defaults in – then (1) select Fields and a 
new screen will open



Budgetary 
Data 
Mining –
Balance 
Sheet 
Summary

• Select the fields in the order you want them to print (or you can edit by 
moving them up and down in the list)

• I will select (1) Account Level Description, (2) Beginning Balance-Monthly, 
(3) Monthly Activity, (4) Ending Balance – as of End Month then SAVE



Budgetary 
Data 
Mining –
Balance 
Sheet 
Summary

• Can see that the fields came in the order I selected, if you need to change the order, 
you can highlight on the field to move and click the up or down buttons.

• Click Save and back and then print the report



Budgetary 
Data 
Mining –
Balance 
Sheet 
Summary

• You can see (1) the account level description, which is the description you define, (2) 
breaks after assets, liabilities and (3) equities and (4) the double underline after the 
fund



Budgetary 
Data 
Mining –
Revenue/E
xpense 
Summary

• This time we are going to add a Revenue Expense Summary Report

• First we will (1) name the report, (2) check Revenue/Expense Summary and 
(3) Save and Add Parameters



Budgetary 
Data 
Mining –
Revenue/E
xpense 
Summary

• Same selections as balance sheet summary, (1) Print Totals Yes, (2) report 
access – Modify; (3) Exclude account that have (4) no amount in the fields 
selected; (5) save and Add Breaks



Budgetary 
Data 
Mining –
Revenue/E
xpense 
Summary

• I am going to (1) check the second position of fund (2) type, (3) the 1st

position of function, (4) highlight on FD Position 2, (5) change break to 
Double, (6) Dbl Underline 



Budgetary 
Data 
Mining –
Revenue/E
xpense 
Summary

• Then I will (1) highlight on FUNC Position 1 and (2) add a Dbl Underline and 
(3) Save and Back



Budgetary 
Data 
Mining –
Revenue/E
xpense 
Summary

• No changes to ranges – just Save Ranges and Add Fields



Budgetary 
Data 
Mining –
Revenue/E
xpense 
Summary

• On my balance sheet summary – I used account level description, which is 
the description you put in for a particular account.  If you want the account 
description, you will see the name of each dimension of your account 

• So before I Select Fields, I am going to (1) highlight on account number 
and (2) Clone Field



Budgetary 
Data 
Mining –
Revenue/E
xpense 
Summary

• You will now see account number listed twice – I am going to (1) highlight 
on the second Account number and (2) change the display information on 
the right to Description (or short description and (3) change the length of 
the field to 60 then (4) Select Fields to select the rest of my fields



Budgetary 
Data 
Mining –
Revenue/E
xpense 
Summary

• I first want to point out that Account number has a Y in the second column 
which is for “multiple occurrences” – because we are using the field for the 
account number and the account description

• I will select, Revised Budget, Monthly Activity, FYTD Activity, Encumbered 
Amount and Fiscal Year Unencumbered Bal and Save



Budgetary 
Data 
Mining –
Revenue/E
xpense 
Summary

• Then just click (1) Save and Back and then print the report



Budgetary 
Data 
Mining –
Revenue/E
xpense 
Summary

• You can see (1) the long account description of each dimension Fund name, Function 
name, Object, etc. (2) break in 1st position of function, (3) break and total by fund and 
type and (4) total by fund



Budgetary 
Data 
Mining –
Revenue/E
xpense 
Summary

• The account description is showing the description of each individual 
account dimension (i.e. 06 – General Fund, 1000 – Instruction, etc. 
We printed long descriptions, if we had selected short description it 
would have printed it as shown here.

• If you use the Account level description (2) in account profile, it will 
print the descriptions you identify for each account instead of account 
dimension descriptions



Budgetary 
Data 
Mining –
Balance 
Sheet 
Detail

• We are going to add a balance sheet detail, (1) name the report, (2) select Balance Sheet 
Detail, (3) Save and add Parameters

• Change to (1) and (2) save and add breaks



Budgetary 
Data 
Mining –
Balance 
Sheet 
Detail

• Then just save breaks and add Ranges

• If you want all assets, liabilities and equities for all accounts – you can save ranges and 
add fields



Budgetary 
Data 
Mining –
Balance 
Sheet 
Detail

• Then just save and add sources – there is NO need to select any fields

• Under Sources, we are going to select all of the modules we use (1) (most will already be 
checked)



Budgetary 
Data 
Mining –
Balance 
Sheet 
Detail

• I am going to select (1) YP = Prior Year Adjustments and (2) under detail, I will check the 
box next to all of the modules already checked then (3) save and then print the report 



Budgetary 
Data 
Mining –
Balance 
Sheet 
Detail

• You can see that even though we did not select ANY fields, we are still getting (1) account 
number, (2) Date, (3) Source, (4) Sub Source, (5) Batch #, (6) Vendor Name, (7) PO/Line #, 
(8) Description, (9) Inv#/Desc 2, (10) Inv Date, (11) Check #/Rec#, (12) Check date and (13) 
amount



Budgetary 
Data 
Mining –
Revenue/ 
Expense 
Detail

• I added a Revenue/Expense Detail with the same setup as Balance Sheet detail, I didn’t 
select anything in fields and left account ranges wide open – on the sources screen I (1) 
selected all modules I have (or want to report on) and (2) selected the detail for all and (3) 
Print all accounts in Filter range and (4) save and print



Budgetary 
Data 
Mining –
Revenue/ 
Expense 
Detail

• You can see that we have all of the same fields we saw on the balance sheet detail report 
without selecting any fields, you have payroll information:

• Accounts Payable and journal entries:



Budgetary 
Data 
Mining –
Revenue/ 
Expense 
Detail

• You can see that the information is broken down by account number



TOP SECRET 
– SELDOM 
USED –
HIDDEN 
SKYWARD 
CANNED 
REPORTS

1. Account Clearance Groups
2. Trial Balance Report (Auditor approved)
3. Cash Summary report (IN WEB) 
4. Vendor Payment report by Vendor SSN/EIN
5. Purchase order report – Account number Sequence (when you 

are looking for all PO’s coded to a specific account number)
6. Accounts payable invoice reports – Account Sequence 
7. Check Reconciliation – Report for Selected Banks



SKYWARD 
CANNED 
REPORTS –
Account 
Clearance 
Groups

• In Web, Financial Management, Account Management, Other 
Reports, Account Clearance



SKYWARD 
CANNED 
REPORTS –
Account 
Clearance 
Groups

• People are often looking for the users in an account clearance group and the 
account numbers associated with that group – this is the report to help with that

• We will Add a new report, (1) name the template, (2) report defaults to printing 
user names and printing accounts (3) can select to print filters and page break if 
you wish



SKYWARD 
CANNED 
REPORTS –
Account 
Clearance 
Groups

• I will (1) name the report Accounts Clearance All Groups, (2) Select to Print Filters, 
and (3) Save and Print

•



SKYWARD 
CANNED 
REPORTS –
Account 
Clearance 
Groups

• You can see (1) the name of the group, (2) the users in the group (3) all of the 
accounts available to this group

•



SKYWARD 
CANNED 
REPORTS –
Account 
Clearance 
Groups

• And the (4) account filters associated with this account group
•



SKYWARD 
CANNED 
REPORTS –
Trial 
Balance 
Report

• Also under, web, financial management, account management, other reports, Trial 
Balance report (AUDITOR APPROVED)

• We will Add report and (1) name the report, (2) select the month on which we wish 
to report (3) select report access (if desired) and (4) Save and Add Account Ranges

•



SKYWARD 
CANNED 
REPORTS –
Trial 
Balance 
Report

• The trial balance will automatically page break between funds,  (1) all account 
types will be selected – you can unselect any if you would like.  We are going to 
leave this wide open to print all funds, then (2) SAVE and print the report 

•



SKYWARD 
CANNED 
REPORTS –
Trial 
Balance 
Report

• You will see (1) balance sheet information for Fund 6 and then (2) operating 
statement information for the same fund 



SKYWARD 
CANNED 
REPORTS –
Trial 
Balance 
Report

• Then you will see the totals and a page break before the next fund



SKYWARD 
CANNED 
REPORTS –
Trial 
Balance 
Report

• Then the next fund:



SKYWARD 
CANNED 
REPORTS –
CASH 
SUMMARY
(on the 
web)

• Cash Summary is finally on the web 



SKYWARD 
CANNED 
REPORTS –
CASH 
SUMMARY
(on the 
web)

• You can select the (1) dates you want to report, and can select the accounts to use 
to determine (2) beginning cash balance (3) Revenues (4) Expenses (5) 
encumbrances then (6) save and print: 



SKYWARD 
CANNED 
REPORTS –
Vendor 
Payment 
Report by 
Vendor 
SSN/EIN

• The Vendor Payment Report By Vendor SSN/EIN is often used for 1099 reporting, 
but can also be used to get a printout of your highest paid vendors, or all vendors 
within a certain dollar paid range.

• We will (1) call the report Highest Paid Vendors; (2) select ALL vendors (3) Date 
selection will be entered date range (4) we will enter the date range (for calendar 
year end – you would want to get all 1099 vendors over $600) and (5) we will pick 
total payments of $100,000 to 999,999,999.99, then (6) save and print



SKYWARD 
CANNED 
REPORTS –
Vendor 
Payment 
Report by 
Vendor 
SSN/EIN

• Then we could (1) clone this report 

• We can (1) call the report $50,000 - $99,999.99 and (2) change our total payments 
to $50,000 to $99,999.99 and save and print



SKYWARD 
CANNED 
REPORTS –
Purchase 
Order 
Reports

• When you want to get a report of all PO’s BY account number 
• In web, financial management, purchasing, reports, account number sequence

• You can run the report for all PO Groups or selected and you can limit to a specific 
account number 



SKYWARD 
CANNED 
REPORTS –
Purchase 
Order 
Reports

• You can run the report for (1) all PO Groups or (2) selected (3) you can choose the 
types of purchase orders you want to see – we will look at (4) history only and you 
can limit to a specific account number, I will run mine for (5)  fund 07 only



SKYWARD 
CANNED 
REPORTS –
Purchase 
Order 
Reports

• You can see all of the purchase orders that were entered under each account 
number in fund 07:



SKYWARD 
CANNED 
REPORTS –
Account 
Payable 
Invoice 
Reports

• You can get similar information by invoice by going to web, financial management, 
Accounts Payable Reports, then account sequence



SKYWARD 
CANNED 
REPORTS –
Account 
Payable 
Invoice 
Reports

• Similar to the PO report – I will report on (1) invoices in history for (2) all check 
types for (3) fund 7 and save and print



SKYWARD 
CANNED 
REPORTS –
Account 
Payable 
Invoice 
Reports

• You get a nice report of all paid invoices BY account number



SKYWARD 
CANNED 
REPORTS –
Report by 
Selected 
Bank

• In Web, Financial Management, Accounts Payable, Check Reconciliation, Reports, 
then Report for Selected Bank



SKYWARD 
CANNED 
REPORTS –
Report by 
Selected 
Bank

• This is a GREAT bank reconciliation report, if you want to see if there are any 
checks that were written with a (1) check date of one month, but a cash posting 
date of another month.  

• Or you could print a report for (2) all Wire Transfer payments (or manual, or void)  
for a specific time frame

• And you can (3) select the banks for report
• Or you could choose (4) open checks as of a certain date
• Or (5) reconciled check with a specific statement date



SKYWARD 
CANNED 
REPORTS –
Report by 
Selected 
Bank

• Report for Wire Transfer payments:



SKYWARD 
CANNED 
REPORTS –
Report by 
Selected 
Bank

• Outstanding checks:



SKYWARD 
CANNED 
REPORTS –
Report by 
Selected 
Bank

• Cleared checks with a statement date of December 2019



ACCOUNTS PAYABLE 
MADE EASIER WITH 

QMLATIV

SCAN ME 📱



QUESTIONS 
& ANSWERS

• Q & A


