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Budget Entries in Skyward 
 
Building the Workfile 
 

 

 

 

1. Click on the Account 
Management Tab. 

2. Click the Budget 
Entry link. 

3. The Filters option should be set 
to Budgets I Have Access To.   

4. Select the applicable department cost 
center to highlight the budget process. 
(Created by should be WEEKLMEL000). 

5. Click the Clone button. 
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6. Click the Create 
Clone button. 

Note: Make sure “Do not 
allow access to other 
users” is marked. 

7. Click the back arrow.  
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Skyward will begin building the 
workfile. It is normal for this 
process to take a few minutes.   

8. Change the Filters option 
to Budgets Created by Me. 

9. Click the Individual 
Budget Entry button. 

10. Click the Build New Workfile button.  
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Budget Entry 
 
After the workfile has been created, the budget entry screen will be displayed. All of the accounts that 
the school/department has access to enter budget for will be available. There are two options for 
entering budget into Skyward. 

Option 1: A general dollar amount can be entered into the 2019-2020 LVL DIR/TI column. 

 

Option 2: Detailed budget amounts can be entered for specific items that comprise the overall budget 
amount being requested for that account.  

 

Enter the budget amount 
into the account. 

2. Click the Add/Edit 
Detail Budget Items link. 

1.  Click the arrow buttons to 
expand the line information. 
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3. Click the 
Add button. 

4. Enter the budget item 
description and the amount. 
Then, click the Save button.  
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Note: A combination of general and detail budget entry can be used in the workfile.  

 

 

5. Add as many detail description lines 
as needed.  

Click the Back button when all of the 
description lines have been entered. 

Once the budget amounts have 
been entered, click the Submit 
Budgetary Entries button.  
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At the end of budget entry process, there will be 
an option to view/print a report with budget 
amounts that were input into Skyward.  

Once you are ready to close the screen, please 
use the Update Complete-Press to Close 

  

Skyward will begin processing 
the workfile. It is normal for this 
process to take a few minutes.   
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