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SBAA 
Overview

SBAA Overview

• SBAA stands for School Based Activity Accounting

• It is a web based financial system to track Student 
Activity accounts that are maintained for each 
individual entity (school) in a district

• Each Entity (school) has the ability to maintain their 
own accounts, vendors, requisitions, check requests, 
cash receipts, bank recs and reports for student 
activities that are independent of the day to day 
operations of the district.

• These are usually maintained by employees working in 
the individual entity (school secretaries or club 
sponsors)



SBAA 
Adding 
Users

Adding Users
• First they must have access to the Skyward Software, so they must be in 

an SBAA security group

• Go to web, Product Setup, Skyward Contact Access, Security Groups, 
Web Financial Management
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Adding Users
• You should already have an SBAA access security group setup, and that 

security group must have access to “change entity”

• Expand arrow to the left and click on user selection



SBAA 
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Adding Users
• Now they have access to the SBAA software, but you still need to give 

them access to the Entity

• We will go to web, Financial Management, SBAA, Setup, Configuration, 
SBAA Entity Setup



SBAA 
Adding 
Users

Adding Users
• Then expand arrow next to the entity to which the new user needs access 

and go to People who can use this entity and click on Add users and 
select the new user



SBAA 
Adding 
Users

Adding Users
• If you use Req/Po Groups in SBAA, you will also need to expand the 

arrow next to PO Groups, then expand the arrow next to the PO groups 
the user needs and add the user to the PO Group



Check 
RequestsT
ips & 
Tricks

• SBAA Entity setup controls how many lines you are 
able to enter on one check request:

• If Use Check Request Condensed Voucher Format is 
set to NO – you can only enter 10 lines on a check 
request

• If it is set to YES you can enter 25 lines on a check 
request



Check 
RequestsT
ips & 
Tricks

• Pay attention to the 1099 FLAG during check requests.

• If you pull in a vendor who is setup to receive a 1099 –
the flag will be automatically checked:



Check 
RequestsT
ips & 
Tricks

• Pay attention to the 1099 FLAG during check requests.

• If you pull in a vendor who is NOT setup to receive a 
1099 – the flag will be not be checked:



Check 
RequestsT
ips & 
Tricks

• You do have the ability to CLONE a check request:



Check 
RequestsT
ips & 
Tricks

• The check date will pull in as todays date, and the 
description, invoice number, invoice date, amount and 
account number will pull in from the original

• You will probably have to change the invoice number, 
invoice date, etc.   But you won’t have to look up the 
account number



Cash 
receipts 
Tips & 
Tricks

• If you need to reverse a cash receipt, you can clone 
the transaction and then change how they are posting:



Cash 
receipts 
Tips & 
Tricks

• The cloned transaction comes in exactly the same as 
the original entry, so if we are trying to reverse it we 
need to move the $1,000 credit to $1,000 debit



Cash 
receipts 
Tips & 
Tricks

• Reversal looks like this:



SBAA
Bank Reconciliation 

Process

Back to Basics



Bank 
Rec

Pulls the monthly 

beginning balance 

to SBAA & allows 

reconciliation 

against the bank 

statement.



What 
does 
bank rec 
include?

Specific to the account being reconciled 
and entity:

•Checks

•Deposits

• Journal Entry Transactions

• Fee Management Deposits



Separated 
by Entity

Double check entity 
where the bank 
reconciliation is 
being created.



The top of the reconciliation 
identifies the who, what, where, 
when of the reconciliation being 

completed. 



1. Bank statement information

2. SBAA Cash balance

3. The variance between the bank and Skyward.

3 Separate Sections



Reconcile your Bank 
Statement

Enter your 
statement balance



Reconcile your Bank 
Statement

Enter your 
statement balance



Reconcile your Bank 
Statement

Enter your 
statement balance

Checks printed 
through 3/31 that 
have NOT cleared.



Reconcile your Bank 
Statement

Enter your 
statement balance

Skyward assumes that the 
deposits and JE’s will show 

on the bank statement 
based on date.



This should be the ending 
balance from the previous 

month.

SBAA Cash Balance



This should be the ending 
balance from the previous 

month.

SBAA Cash Balance



This should be the 
ending balance from the 

previous month.

Items that have been 
processed in Skyward 

since the last bank 
reconciliation. 



Displays all Checks 
entered since the 

last bank rec.

SBAA Cash Balance



Shows all deposit 
activity from cash 
receipts and fee.

SBAA Cash Balance



Plus, the total of 
journal entry 
transactions.

SBAA Cash Balance



Equals



~ Errors ~
How to Fix Mistakes



Why is 
there a 
variance?

1. Double check the items not listed on 
the bank statement (both with & 
without a statement date). 

a. Click on hyperlink in bank reconciliation. 
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Why is 
there a 
variance?

1. Double check the items 
not listed on the bank 
statement (both with & 
without a statement 
date). 

a. Click on hyperlink in bank 
reconciliation. 

b. Check Reconciliation screen.
c. Run check reconciliation 

report.
SBAA > SBAA > Reports > Entity 
Reports > Check Reconciliation 
Report.



Why is 
there a 
variance?

c. Run check reconciliation report.

SBAA > SBAA > Reports > Entity Reports > Check 
Reconciliation Report.



What should be done if 
there is still a variance?



Run the Account Ledger Report







Posting Date Errors may 
correct themselves the 

following month – can enter 
manual adjustment with a 

note



Look for batch locks in 
SBAA



Bank reconciliation has a 
processing lock.



Bank rec has 
a processing 

lock.



Cash receipt flagged as on 
statement but isn’t on the 

bank statement.



Correcting Cash Receipts in Bank 
Rec



Correcting Cash Receipts in Bank 
Rec



Most common cause of 
variance is journal entries 
and posting date errors.



BUSINESS 
MANAGEMENT 

MADE EASIER WITH 
QMLATIV

SCAN ME 📱



QUESTIONS?


