TN Department of

.Education

Skyward Instructions: Prepare File

for Upload
Original Budget-Amended Budget- FER Actuals

Purpose

Generate a report in Skyward that pulls original budgets, amended budgets, and
Final Expenditure Report (FER) actuals into a single file for upload to ePlan. This will
save LEAs time when entering State Funds budgets or FER data by using the upload
feature in ePlan. This will also allow corrections to expenditures during the FER
review process, which is not always possible when expenditures are hand-keyed.

Before Downloading the Report

1. In Skyward, select Preferences in the upper-right corner.

2. Change the download format from Excel to CSV.

3. CSVformat provides a cleaner and more user-friendly file for data transfer
and upload preparation.

Account | |Preferences Exit ?

H& User Preferences - 05.26.06.00.07-12.8 - School - Microsoft Edge

() https://skyward.iscorp.com/p12fintiptontn/web/qprefedit001.w?isPopup=true

User Preferences IR
Theme Color Accessibility =2l
e (Ored O 0 Show Icon Text 7] Bese
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(J Use High Contrast Color Theme [?]

[J I'm Using a Screen Reader

(] Use Enhanced Keyboard Navigation
(] Display Tooltip for Element with Focus

Reports

Display Open/Save Dialog Before Displaying Reports
Automatically Open PDF Reports Upon Completion
Spreadsheet Format: | CSV/Microsoft Office 2000 v

‘ Window Titles
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Skyward Instructions: Prepare File for Upload

Report Information

—_—

SKYWARD
ul . Accounts | Fixed | Custom | Federal/State e
Home |w Management Vendors | Purchasing Payable | Assets | Reports | Reporting Administration | Q
< . » Budgetary Data Mining
Report Add Delete Clone Back
Information
Report Name: Statement of Expenditures & Encumbrances - WKB Print
Parameters
Report Title: |Statement of Expenditures & Encumbrances - Excel
Breaks
Report Type: |Revenue/Expense Summary
Account Ranges
Field Selection Report Information
Report Name: |Statement of Expenditures & Encumbrances - WKB Edit
Report Title: |Statement of Expenditures & Encumbrances -
Report Type: Revenue/Expense Summary
1. Set the parameters to match the screenshot below
SKYWARD
| - Accounts | Fixed | Custom | Federal/State - |
Home |+ Vendors | Purchasing Payable L Assotsal Reports | Reporting Administration |
<« .. »» Budgetary Data Mining
Report Add Delete Clone Back
Information .
Report Name: Statement of Expenditures & Encumbrances - WKB Print
Report Title: Statement of Expenditures & Encumbrances - Excel
Breaks J
Report Type: Revenue/Expense Summary Select the appropriate report type for thi ‘
Account Ranges
Field Selection Parameters
Notes: Edit
“
Consolidate Funds: (' Yes '*' No Report access for other users
Budget Status: All Accounts No access
Read only
Print Detail: ' Yes No T

Detail Spacing: Single
Print Totals: ' Yes No
Suppress Zero Amounts: *  Yes No

Show Fund Bal Accts: ' ' Yes No
Account exclusions

Exclude accounts that have no amount in fields selected

Addt'l printing prompt for current user

Open Account Range Filter screen
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Skyward Instructions: Prepare File for Upload

Breaks

1. Click the Edit icon.
2. Set the break level to Object.

3. Verify that the third checkbox under Object is selected.

View 1 Example:

Account N Accounts | Fixed | Custom  Federal/State
Home |~ VSRS Vendors | Purchasing | it | 18 | R | PRES S |
4 | > Budgetary Data Mining
Report Add Delete Glone Back
Information
Report Name: STATEMENT OF EXP & ENC CLONE FPrint
Parameters F—
Report Title:  STATEMENT OF EXP & ENC CLONE Excel
o=
Report Type: Revenue/Expense Summary
Account Ranges
Field Selection Breaks
Sequence: R - Regular account sequence Edit
Fnd T | Acct Obj P Loc Prg
Break Levels
Loc - | Description Pasition | Break Heading ‘Separator Dbl Underline
12| Obj 3|Single No No No
View 2 Example:
SKYWARD
Accou - Accounts | Fixed | Custom | Federal/State e :
Home |« Vendors | Purchasin - Administration
Management 9 Payable | Assets | Reports Reporting Q

< .. » Budgetary Data Mining

Report
Information
Report Name: |Statement of Expenditures & Encumbrances - WKB
Parameters §
Report Title: |Statement of Expenditures & Encumbrances -
Report Type: |Revenue/Expense Summary
Account Ranges
Field Selection Breaks

Sequence: (Acct 0bj) - Account Object

Fnd Acct Obj
Break Levels

Loc &  Description
11 |0bj

Position | Break Heading

I T

Add Delete Clone Back

Print

Excel

Edit

Separator Dbl Underline

—
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Skyward Instructions: Prepare File for Upload

Account Ranges
1. Run the report for a single fund or multiple funds.

2. Enter the lowest fund number in the Low field (typically Fund 141).
3. Enter the highest fund number you wish to include in the High field.

This sample below is set to pull all accounts in Fund 141 only:

SKYWARD
" Account | 2 Accounts | Fixed | Custom | Federal/State - - A
Home v Vendors | Purchasing Payable | Assets | Reports Reporting Administration |
< | » Budgetary Data Mining

Report Add Delete

Information
Report Name: Statement of Expenditures & Encumbrances - WKB

Parameters
Report Title:  Statement of Expenditures & Encumbrances -
Breaks
Report Type: |Revenue/Expense Summary
Field Selection Account Ranges
Ranges: Groups/Category Low High Edit
Level 1 ZZ
Level 2 pra
Level 3 ZZ77
Category 27777777
Account Status: Active and Inactive

Operating Statement Accounts
Expense
Low Account: 141 * 00000 000 000 00000 000
High Account: 141 * 99999 999 777 99999 777

Include Filters
Not defined

Exclude Filters
Not defined

Clone Back

Print

Excel

Field Selection
1. Click the Edit icon to add or remove fields.

2. Select the fields required for the upload process as identified in the report

Account . cing | Accounts | Foxed | Custom | FaderalState T
Home |~ ISP veodars | Purchasing | AR [Rel | Dt | FRSA Administration | L
i+ Budgetary Data Mining v 2 Pt ) cou {ZpMy Prin Quee
se || Dot || Cow | B
Repor Name: [STATEMENT OF EXP & ENC CLONE e
ot Tite:  STATEMENT OF EXP & ENC CLONE Excl
Account Ranges
Field Selection
it
Views: [A11 Fleld Selections v| Fitars:| *Skyward Default v T oW E &
# x| Fiid Headng 1 Typs  Comba te Cassatin w [Frop [vew [Monmiause |Dspiay
1 Object
2 Object art Description
3 Original Budget ngle ort
nole t

4 Revised Budget

5 F

12 Account At 5 Yes | Mo Reg

a
] ] 12 records displayed
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Skyward Instructions: Prepare File for Upload

Download the Report

1.
2.
3.

Verify that all report settings are correct.

Click Excel to download the report.

Although the button is labeled "Excel," the file will download as a CSV
because of the preference setting.

4. Apply filters to the downloaded file.

5.

If multiple funds are included, sort the file by Fund

Convert the Report to the ePlan Upload Template

Use the downloaded Skyward file and copy each column into the appropriate field
of the ePlan upload template.

Note: All values must remain on the same row during the copy and transfer
process.

Required Fields

A B C D E F G H

District Number Reporting Year Report Account Expenditure Object Fund Sub Fund Amount

721 2026 AFR 71100 116 141 5200,000.00

District Number

Enter the LEA district number (up to three digits).
Manually enter the number and copy it down through the last row of data.

Reporting Year

Enter the fiscal year associated with the funding application.
Example:
o FY26 Amended Budget and FY26 FER Actuals = 2026
o FY27 Original Budget = 2027

Report

BUD = Original Budget or Amended Budget
AFR = FER Actuals
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https://eplan.tn.gov/DocumentLibrary/ViewDocument.aspx?DocumentKey=1730261&inline=true

Skyward Instructions: Prepare File for Upload

Account

e Copy the Account field from the Skyward Report.
« This is the five-digit account code (for example, 71100 or 71200).

Expenditure Object

« Copy the Object field from the Skyward Report.
« Thisis the three-digit expenditure object code (for example, 116 or 429).

Fund

e Copy the Fund field from the Skyward Report.

e Thisis the three-digit fund code (for example, 141 or 143).

o Fund 142 should be included only for FER Actual uploads and should not
be used for budget uploads.

Sub Fund

o Leave this field blank for State Funds FER uploads.

Amount

o Copy the Amount field from the Skyward Report.
e This should reflect the total amount for each line item.

Data Cleanup

1. Add filters to the ePlan Upload Template first row.

2. Sort the Amount column from lowest to highest.

3. Delete all rows where the amount equals $0. Delete the entire row, not just
the cell contents.

4. Verify that all data remains aligned correctly after copying and sorting.

A B C D E F G H
District Number Reporting Year Report Account Expenditure Object Fund Sub Fund Amount
721 2026 AFR 71100 116 141 5200,000.00
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Skyward Instructions: Prepare File for Upload

Upload in ePlan

Save the completed template as an Excel Workbook (.xlIsx).

Do not upload the original Skyward CSV file.

Use the completed ePlan template for the upload process.

Follow the separate ePlan upload instructions to complete the submission.

M wnh -
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