
    

 

2013-2014 BUSINESS 
OFFICE PROCEDURE 

MANUAL 



PROBLEMS/QUESTIONS DEPARTMENT PERSON EXTENSION

RICHARD GOOLSBY 5626

WANDA WOMACK 5628

BOND PROGRAM BUILDING & GROUNDS JOHN HUGES 5856

BUDGET BUSINESS OFFICE KATIE BOWMAN 5747

BUDGET REPORTS BUSINESS OFFICE CRISTINA SORIANO 5746

BUSES TRANSPORTATION DAVID POWERS 5835

CAFETERIA CHILD NUTRITION JUDY SARGENT 5860

COMPUTER PROBLEMS TIMS HELP DESK 5888

EMPLOYEE CHANGES PERSONNEL TONI POWERS 5756

FIXED ASSETS CENTRAL STORES RUSS PHELPS 3953

HEALTH INSURANCE ADMINISTRATION BABS  HOLLY 5782

MAINTENANCE BUILDING & GROUNDS DARRELL SIEMS 5852

DEBBIE MANTOOTH 5636

CAROL DESHONG 5635

SHARON PHELPS 5637

LYNN BROWN - VOUCHERS 5633

CHRIS MULLINS (A-J) 5638

LINDA BUCHENOT(K-Z) 5634

GLORIA BEY 5641

VERONICA JENKINS 5639

STUDENT FUNDRAISERS STUDENT CONCERNS RICK KEMPE 5733

TEXTBOOKS CENTRAL STORES RUSS PHELPS 3953

TRS (RETIREMENT) PERSONNEL BARBARA EUBANK 5756

JEANNIE FANCHER (A-J) 5627

DORA THRASH (K-Z) 5629

FUNDRAISING VENDORS BUSINESS OFFICE CRISTINA SORIANO 5746

JEANNIE FANCHER 5627

DORA THRASH 5629

WANDA WOMACK 5628

WAREHOUSE REQUISITIONS/
CAMPUS FORMS

CENTRAL STORES DONNA DOMINGUEZ 3950

WORKER'S COMP RISK MANAGEMENT CANDACE MILLER 5855

WHO TO CALL LIST

BIDS/QUOTES

RECEIPT OF MERCHANDISE
& VENDOR PAYMENTS

SCHOOL BOOKKEEPING

PURCHASE ORDERS/ REQUISITIONS/
WAREHOUSE INVENTORY

PAYROLL RELATED QUESTIONS
AND PROBLEMS

VENDOR NUMBER (NEW)

PAYROLL

ACCOUNTS PAYABLE

ACCOUNTS PAYABLE

PURCHASING

PURCHASING

PURCHASING



    

 

 

 

PURCHASING 





Munis  Website:          http://bisdmunisma:55000/default.aspx 

Select the following to enter 
requisitions: 

 
 
 

Menu 
Financials 
Purchasing 

Purchase Order Processing 
Requisition Entry 



Right Click on the tool bar. 
 

Select   Enable Text 



Words will appear under 
each icon. 



Select Switch 
Forms 



This is where you must select (BISD) for a 
typical requisition or (WHSE) for a warehouse 
requisition.  You must select one or the other. 
Other options listed is not for use and will only 

confuse the process greatly. 



Click the Green + to 
start your requisition. 



Select your 
Department 

 
 

TAB and the 
fiscal year will 
automatically 

populate. 
 
 

TAB again and 
the requisition 

number will 
automatically  fill 

in. 



1- Rejected: The requisition has been rejected by an approver. Click the Approvers button to view 
the rejection comments. To update a rejected requisition, click the Activate button. 
 
2- Created: The requisition header (general) details have been entered, but general ledger (GL) 
details have not been entered, or, the requisition has header and GL detail, but does not have the 
appropriate budget to move it to a Status 4. In this case, a budget transfer must be made and 
posted, after which, you can click the Allocate button to move the requisition to a status 4-
Allocated. 
 
4- Allocated: The requisition has been entered and has been allocated (charged) to a general 
ledger account, therefore money is being taken from available budget. The requisition has not 
been released into Workflow. A requisition must be in a status 4-Allocated to be released into 
Workflow; click Release to initiate the Workflow process . 
 
6- Released: The requisition has been released into Workflow and is awaiting approval. Click the 
Approvers button to see the current approval status. 
 
8- Approved: The requisition has been fully approved in Workflow and is ready to be converted to 
a purchase order. 
 
0- Converted: The requisition has been converted to a purchase order. The number is included on 
the Terms/Miscellaneous tab in Requisition Entry. 



These two fields 
automatically 

populate. 

General Description is an information 
field only. What you type in this field 
will appear on the first line of your 

purchase order before your line items. 

This is where you select your vendor. Click 
on the three  (…) 

Then you can type in the first letter of the 
vendor you are looking for or the first few 

letters. 
 

Select the vendor name that has correct 
address for your needs.  Some vendors 

have more than one address. 

PO 
Mailing 
Select 

the 
correct 

address if 
there are 
multiple 

 
Delivery 
Method 
Do not 
change 

Ignore this field 



Select this button to send a 
note to the vendor or 

purchasing. 



Select Green + , then click on the button in the upper left 
corner of the screen that says, “Print On PO”. 

 
After you select that button a check mark appears in the 

box next to , Print on Po. 
 

You can now type your notes.  Once finished select the 
green check mark and “X” out of the page. 

 
This note will print on the bottom of the purchase order. 



Ship to automatically populates but you can 
change it if it is going to another location. 

Ship to email is just informational only. 
 

Reference you MUST TYPE youR name and the 
name of the person this order is going to. 

Ignore all the fields under Miscellaneous. 

Once you have all information complete select 
the green check mark in the upper left hand 

corner of this page. 



Enter your Quantity 

Type your description 

Tab through this field 

Tab through this field 

This is where you type in 
your price. 

 
UOM=Unit of Measure 

EA=each 
BX=box 

PKG=package 
DZ=dozen 

 
Freight – do not enter 

your freight cost here, do 
it as a separate line item. 

 
Discount and Credit – do 

not enter those items 
here. 



Select the (…)  then find the 
correct account code that you 

need. 
 

You should only see the codes that  
you have access to. 



SPLIT CODES 
After you enter the first account 
code change the amount to the 

dollar amount you want. 
 

Tab then select your next code 
and then change the amount to 

the dollar amount you want. 
 

Do this as many times as you 
need. 

 
If you don’t need to split codes 

then go to next page. 



Once you have completed your 
split hit the green check mark 
in the upper left hand corner. 



You have finished entering 
your requisition and you are 

ready to submit for 
approvals.  Select the 

“Release” button.  Notice that 
your status will change from a 

4 to a 6(released) 





Select Switch Forms 



Select “WHSE” 



Select the green + to start 
your requisition. 



Select your Department 
TAB  through Fiscal Year 

TAB through Requisition Number 
TAB  through General Commodity 

 
General Description – write a description 

 
Ship To - automatically populates but you can change the location. 

Now Select the green check mark in the upper left corner . 



Type in you quantity  
 

For Inventory Item 
Select (…) or type in your item number. 



Search for the 
inventory item you 

would like. 
 

Use the filter to 
search by 

 item number, 
description, and /or 

status. 
 

Select your item 
 Hit the green check 
mark or just enter. 

 



After selecting you inventory item  TAB 
through all the other fields (they 

automatically populate) until you get to 
account.  



Select your budget code.  If you have 
more than one item you can click on 

“Copy GL Acct” and it will copy the last 
budget code you selected. 

 
Once the code has been entered select 

the green check in the upper left corner. 



After you select the green check mark or hit 
enter, you will see at the bottom left corner 

that your record has been added. 
 

You will want to hit the red “X” at the top 
right hand corner of this page.  Do not select 
the red X that has Delete under it, as it will 

delete your item. 



Select  “Release” to 
submit your requisition. 



Notice that your requisition 
now has a status of   

 
“6 Released” 

 
You have now completed your 

requisition. 





Select the  “Quick 
Receipt” Button 



Enter the year, enter 
your PO Number, then 
Select the green check 

mark and your purchase 
order information will 

automatically populate. 



Click “Select All” to 
receive all items on the 

purchase order. 
 



If all the items did not come in 
you can go to each line and 
select  Partial.  Then type in 

how many you received! 



Select 
the 

green 
check 
mark 



Select  “Receive” 







These fields are 
searchable. 



In the Vendor field you can type in the 
vendor # if you have it. 

 
Alpha Field you can search by one letter 

or many.  You type the letter(s) you 
want to search by and put an * after it, 
then click on the green check mark or 

hit enter. 



Notice below it bring up 20 
vendors that started with 

“STA”!   



You can now hit the arrow 
button on the bottom of 
the screen to view each 

vendor one at a time  
OR 

You can select your 
Browse Button and view a 

list. 



This is the screen that will 
list your vendors when you 

select browse.   
 

You can select the vendor 
you want then either hit 

the enter key or select the 
green check mark. 



Once you have selected your vendor you can 
use any of the buttons for  useful 

information. 
Don’t forget  the terms, contacts, and misc 

button. 



Rejected PO 

Notice:  
Rejected 

Select NOTES to read why this requisition was rejected. 



A brief description is listed, but 
if you hit the green check mark 
in the upper left corner of the 

screen a note box will come up 
with full details, if the full 

details were entered. 



To make any changes to a requisition you must be in 
a status “4 Allocate”. 

 
To change  Status from a  “1” you must hit the 

“Activate” key. 
 

Then select your  “Update” button on the top tool 
bar. 

 
Now you can make changes to your requisitions. 

Once changes have been made and you are ready to 
resubmit, select the “Release” button. 





Notifications – Any notifications 
you have received. 

 
Approvals – Any approvals 

waiting for you. 
 

Alerts – Any alerts you have 
received. 

This is what you will see when you go into Munis Website 



Expand approvals by clicking on 
Approvals.  This will list each request 

that requires your approval. 

Information included is: 
 

Type: REQ – Purchase Order or 
Warehouse Request. 

 
Created: This is the date the 

request was created. 
 

Summary: The amount of the 
request and the general description 

of items. 



Quick Approval 
 

Check Approve All 
 

Click Accept 
 

Click Save 
 

All request will be approved! 



Action Button 
 
 

Actions Items: 
 

View Detail – Shows requisition header detail. 
 

More Info – Shows complete requisition detail 
 

Accept – Allows you to approve requisition. 
 

Reject – Allows you to reject the requisition.  A 
reason will be required.  This action will notify 

the originator of the denied request. 
 

Forward – Forwards this request to an 
additional approver.  This action will put that 
person in the workflow for this request only. 

 
Hold – will place the request on hold.  This will 
notify the originator and the request will still 

be on your approval list 
 
. 
 
 



All action will require “Save” or 
“Cancel” 

 
 
 

Comment will be required on 
“Reject” 



Alternate Approval Method 

Select 



Approval 
List 

Allows you to update your list! 

All request will show on 
the Approval list. 

 
Click the update button 
to make any changes. 



The “Code” can be changed to : 
 

“A” = Accept 
 

“R” = Reject (a reason will be 
required) 

 
“F” = Forward 

 
“H” = Hold 

 
View requisition will allow you to see 

each requisition one at a time. 



How to process each request 

This is what you will see if 
you click on View 

Requisition. 

Use the arrows to navigate through all requisitions. 



What you see if you click on 
“Approvers”. 

 
Displays where the request is 

in  the workflow. 



Once the request has been 
approved, you will notice that items 

are grayed out and are no longer 
available. 



    

 

 

 

ACCOUNTING 



Account Inquiry

Select Financials
Select Departmental Function
Select Account Inquiry

Click Seg Find

You will get this
   screen

Fill in Account

Click Green Check



This is your Current
  Year Info

This is your Balance
    Remaining



1 Click Menu

2 Click Financials

3 Click Accounts Payable

4 Click Invoice Processing

5 Click Invoice Entry

If this screen does not appear, look for this icon and click on it.

6 Click Add Batch

If this box is checked
Click on Toggle Labels

How to Enter a          
Check Request



The following information
should already be filled in
Effective date
Year/Period
Cash Account

Due Date

7 Click the Green Check mark 

or press Enter.



Tab past PO

8   Enter Vendor #
If you don't know
the number click
on the ...
You will get this
pop up. Enter the
first letters 
Vendor Name
and click the
 Green Check
or press enter

You will get a
list of vendors.

Select one and 
click the Green
Check or press
Enter.



Tab to Invoice
9 Enter the invoice

number

Tab to Gross
Enter the amount
to be paid.

Tab to Description
Enter description

Tab to Invoice date
Enter the actual

date of the invoice
or trip, etc.

Tab through the rest
of the fields.

10

11

12



Tab until you are at
the Account field

You can:
 Enter the whole
       Account

OR    
Click on the … 
 Enter any segment
    of the account
    that you know.
  If you don't  type 
    anything in the 
    account, it will
    bring up a list of
    all the accounts
    that you have 
    access to. This is
    not the best option
    because you get 
    too many accounts

This screen opens. It
will only bring up the
accounts that you have
access to.

Select the account
that you want.

Click the Green
Check or press
Enter.

13



14 Click the Green
Check or press
Enter.

15
Click the + to add

OR

If you are finished

Click X to close screen

If you have more to enter 



You will be returned to the batch screen.

Click Print
You will get this screen

                 Click Green
                 Check Mark

 
                  You will get 
                  this report

16



Click Release

Click Approvals

19 Send the report and the backup to Lynne Brown

17

18



20. If your invoice is rejected, click “UPDATE” and change the status to “H” for held. 

 

Once this is done, click the Green Check or press enter. 





� Fundraising Guidelines
� Required Approval Form
� Required Sponsor Training

� Live or electronic
� Secretaries to receive electronic presentation by email
� RECOMMEND all secretaries view presentation

� Sponsor Acknowledgement Form
� Sponsor to sign and give to Secretary to keep on file

� Finance Committee Reports
� Make sure signed by members at each meeting

�

Electronic Forms

Updates for FY20

Updates for FY20 (cont.)





    

 

 

 

BUSINESS 



Overview of Rules
Specific Reporting Procedures

� In general, approach sales by the 
school and student organizations asschool and student organizations as 
taxable UNLESS the sale falls into an 
exempt category or the organization is 
using a tax-free sales day.



� Food Sales
� Food products (including candy and soft drinks) sold during 

the school day.y
� Food products (including candy and soft drinks) sold 

outside of the school day if the sales are part of an 
organization’s fundraising drive and net proceeds go back 
to the organization for its exclusive use.

� Concession stand sales if the sales part of an organization’s 
fundraising drive and net proceeds go back to the 
organization for its exclusive use.

� Annual banquet or other food sale provided it is not 
professionally catered and is prepared, served and sold by p o ess o a y cate ed a d s p epa ed, se ed a d so d by
the members of the organization.

� Sales tax is never due on non-taxable food items (i.e. 
cookie dough, pizza kits, cheese spreads, fruit, etc.).

� Bakery items (i.e. pies, cakes, bagels, muffins, etc.) are 
exempt unless sold with plates or eating utensils.

� Services
� Admission tickets to amusement services provide by the 

school organization (i.e. school play, carnival, dance,school organization (i.e. school play, carnival, dance, 
athletic event, etc.)

� Car washes
� Cosmetology services (products are taxable)
� Automobile repair (parts are taxable if charged 

separately)
� Parking permits
� Fees/fines

Ad ti i� Advertising space
� Gift certificates and Passbooks
� Magazine subscriptions for six months or more
� Rental of real property (i.e. gym, auditorium, etc.)



� School districts, schools and bona fide 
chapters within a school may conduct TTWO

d f l h l done-day tax-free sales each calendar year.
� The designated day may be either the day the 

items are delivered by the vendor to the 
school organization or the day the items are 
delivered to the customer.  
� Example – Yearbook sales

� Even though orders and money are taken over many 
days, the book is typically delivered by the vendor to 
the campus on one day.  The delivery date would be 
the day you designate as your tax-free day.

� When multiple organizations hold a joint 
fundraiser, all organizations involved would be 
sing one of their t o ta free da susing one of their two tax-free days.

� Bona fide chapter:
� Group of students organized for an activity other than 

instruction
� Recognized by the school
� Organized by electing officers and holding meetings
� May include whole grade levels (i.e. senior class) but may 

b li i d ifi l (i E li h Bi lnot be limited to specific classes (i.e. English, Biology, 
etc.)

� Other school groups if they are composed of students 
and school staff (i.e. science club, drama club, etc.)



� When a school, student organization, PTA/PTO, 
booster club acts as a sales representative or 
commissioned sales agent for a for profit retailer thecommissioned sales agent for a for-profit retailer, the 
for-profit retailer is responsible for sales tax.

� As such, the sale ccannot qualify for a tax-free sales 
day.

� This means the following fundraisers are not tax-
free:
� Catalog and brochure sales of books, gift wrap, candy, 

candles and other novelty itemscandles and other novelty items.
� The exception would be catalog and brochure sales 

of non-taxable items such as cookie dough, fruit, etc.

� The following items are taxable unless using 
a tax-free sales day:
� Yearbooks
� Athletic programs
� T-shirts
� Uniforms
� Novelty items (i.e. bookmarks, photographs, 

pencils, etc.)
� Rental of tangible property (i e locks calculatorsRental of tangible property (i.e. locks, calculators, 

musical instruments, etc.)
� Flowers and flower arrangements (plants and seeds 

are exempt)



� All forms teachers submit have a box to 
check as either taxable or non-taxable

� Secretaries now make this selection as well 
each time a receipt is entered into the 
database

� Database now has a report for use in 
preparation of monthly sales tax Form

� Due by 7th of each month
� Submit electronically to:Sub t e ect o ca y to

�cristina.soriano@birdvilleschools.net
� Ext 5746

�Same form as last year
� Complete form and forward to Principal/ 

Director for electronic signature
� Interoffice any payment due

� Payment must be made by check

09706
Typewritten Text





From: Sorola, Ed
To: Andrews, Lindi; Arthurs, Han; Bicknell, Greg; Boriack, Dawn; Carleton, Jed; Chiarelli, April; Coulson, Deborah;

Croxdale, Ann; Drysdale, Tim; Dukes, Mike; Gregory, Scott; Guy, Patrick; Hager, Hilda; Lindsey, Sabrina;
Moon, Mike; Pope, Billy; Rayfield, Janelle; Salyards, Jennifer; Sandoval, Mick; Schwaebler, Cheryl; Smith,
Jaimie; Farr, Greg; Rix, Carla; Simmons, Clarence; Wells, Jason; Bartee, Leeann; Ellis, Steve; Houston,
Shannon; Koerner, Bob; Pekurney, Kyle; Russell, Jeffery; Valamides, Ernie

Cc: Seale, Robert; Cammarata, Joe; Thomas, Mark; Bass, DeAnn; Cagle, Ronda; Greco, Lori; Rittenberry, Brenda;
Russell, Deeann; Andreason, Cindy; Bailey, Lacresha; Berrier, Christy; Blume, Brenda; Burris, Sharlo; Deluca,
Penny; Holford, Teressa; Jackson, Tamela; Lamar, Deborah; Liddington, Carla; Mcintire, Kim; Rourke, Alicia;
Steele, Cheryl; Street, Cindy; Tucker, Traci; Valladares, Margarita; Watkins, Beverly; Watson, Debbie; Williams,
Susan; Wood, Donna; Yarbrough, Tina; Eden, Beverly; Hale, Gayle; Huff, Virginia; Ortega, Toni; Rodriquez,
Lisa; Ruiz, Sharon; Wetli, Cindra

Subject: Solicitor Requests for Campus Access
Date: Friday, March 02, 2012 2:59:00 PM
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Solicitor Requests for Campus Access



 MEMORANDUM 
Director of Business 
 
 
TO:  Campus Principals and Secretaries 
DATE : August 23, 2012 
SUBJECT: Activity Fund Checks and Reimbursements 
 
We have learned that many of you are dissatisfied that once you convert to using your new Bank of 
America checkstock, you will not be able to carry a blank activity fund check to make purchases, 
since the check must be pre-printed .   We have discussed the issue and decided on the following 
solutions to immediately address your concerns.   Understand that our priority is to achieve an 
acceptable level of internal control and accountability, while at the same time not have an overly 
burdensome procurement and payment process: 
 

1) It is recommended that the total dollar amount of the purchase be determined in advance, 
and a check is cut and carried for use at the time of purchase.   

2) Alternatively, it is acceptable for activity group sponsors to make legitimate activity-related 
purchases using personal funds, and then receive reimbursement after presenting a receipt.   

3) It is acceptable for principals and secretaries to make legitimate activity-related purchases 
using personal funds, and receive reimbursement based on a presented receipt.  However, 
such purchases should be limited to amounts of $200.00 or less.  Furthermore, the campus 
secretary must periodically complete a “Document Check Written to Secretary/Principal” 
form (see attachment) to document all checks that were issued to the secretary and/or 
principal, and have the finance committee certify that they have reviewed it and the 
associated receipts.  This documentation must be included in the campus activity fund 
records and submitted to Accounting for the annual summer audit. 

4) For a large purchase or a purchase for which the exact dollar amount can’t be determined in 
advance, an advance check can be written to cover the bulk of the cost, and the difference 
can be paid by the purchaser using personal funds, with that portion being refundable after 
presentation of the receipt to the campus secretary. 
 

The Activity Fund Accounting Procedures Manual is updated immediately to reflect the above. 
 
NOTE:   Effective immediately, if you are a campus that is transitioning from another bank to Bank 
of America, you should NOT use checks from your old bank.  Doing so will only complicate your 
monthly bank reconciliation process – which neither you nor the Accounting Department wishes to 
see happen.  You should immediately fund and begin using your Bank of America account, and take 
appropriate steps to close your old bank account. 

If you have questions about the above, you may contact either of us. 
 
Ed Sorola, Director of Business 
Jennifer Bedwell, Director of Accounting 



Travel Procedures for Out-of-District and In-District Travel 
Birdville Independent School District 
Revised December 12, 2012 
 
Introduction 
Persons authorized to travel for business and educational purposes on behalf of Birdville ISD shall be 
reimbursed for all usual and reasonable travel related expenses made on behalf of and in connection with 
District business according to District rates.  Employees are expected to select economical and practical 
accommodations, arrangements, and services in accordance with the needs of the trip. Travel should 
begin/end within a reasonable time before/after the business event.  Expenses incurred outside of that 
reasonable timeframe will not be reimbursed.  All employees, as well as supervisors approving travel, are 
responsible for compliance with the provisions of the District’s Travel Expense Procedures.  Requests for 
exceptions to these procedures must be made in writing prior to taking the trip and approved by the 
Director of Business.  The procedures and forms are at:  http://schools.birdvilleschools.net/domain/2870.    
 
Definitions 
In-District Travel – All travel within the Birdville ISD boundaries. 
Out-of-District Travel – All travel outside Birdville ISD boundaries. 
Overnight travel:  Travel that is at least 75 miles from the employee’s regular worksite, and that both the 
employee and supervisor deem to require that the employee stay overnight. Travel within a 75 mile radius 
of the employee’s regular worksite is automatically considered local. 
GSA allowable rate:  Federal government-prescribed lodging and meal rate available at 
http://www.gsa.gov/portal/category/21287.  The rate varies by locale, and is per day, not based on an 
average of all days.  Details on the applicability of GSA lodging and meal rates are on page 3.   
 
 
OUT-OF DISTRICT TRAVEL PROCEDURES 
 
The traveling employee’s responsibilities 
Two weeks before traveling:   
Each traveling employee must obtain written supervisor approval via the out-of-district travel form.  One 
travel form for several employees will not be accepted.  Department and campus secretaries typically 
assist employees with completing the travel form.   
 
Just before and during travel:   
1)   The employee must carry the Hotel Occupancy Tax Exemption Form (available on the travel website, 
and completed by a secretary) to ensure exemption from sales taxes when checking into the hotel.  The 
district will not reimburse Texas sales taxes on a hotel room. 
2)   When checking out, the employee must be sure to obtain the actual hotel receipt, as the district 
requires the actual hotel bill before reimbursing hotel expense.  The bill must be itemized to describe 
actual purchases.  Credit card receipts are not an acceptable substitute.   
 
After traveling, within 10 days of returning: 
1)    The employee must submit the following to the campus or department secretary:   a) If the employee 
went to a conference, proof of attendance such as a copy of the conference registration, brochure, receipt 
or other;  b) if lodging was required, the hotel receipt;  c) if use of personal vehicle occurred, a copy of 
www.mapquest.com (or similar site) showing the distance between the employee’s regular worksite and 
the location the employee traveled to. 
2)    The employee does not have to submit actual receipts to receive reimbursement for meals.  
However, employees traveling on federal and state grant dollars must check the certification that 
the requested meal reimbursement amount is the lesser of the per diem or the actual cost incurred. 

http://schools.birdvilleschools.net/domain/2870�
http://www.gsa.gov/portal/category/21287�
http://www.mapquest.com/�


 
Supervisor and Campus/Department Secretary responsibilities 
At all times, supervisors and secretaries must ensure that the traveling employee is informed of these 
district travel procedures. The Director of Business must approve any exceptions.  Secretaries must ensure 
that the travel form is completed correctly; incomplete or incorrect forms will be returned.   
 
Prior to the commencement of employee travel: 
1)    Since reimbursement rates change periodically, the latest version of the travel form should always be 
downloaded from the District website at http://schools.birdvilleschools.net/domain/2870. 
2)   The secretary must ensure that all applicable portions of the “Estimated Expenses” column are 
completed prior to the trip. This includes meals, fees, hotels, airlines, mileage costs or other expected 
expenses.  Mileage should be estimated in advance and then adjusted after the trip, using an electronic 
mapping source such as www.mapquest.com.   The “Prior Trip Payments” section must include all 
advances to be paid by the district to the conference for fees, or to a hotel, airline or travel agent.  
3)    The secretary must complete the Budget Code section, and ensure funds are available based upon the 
estimated travel costs.  For travel using federal grant funds, if the lodging rate is greater than the GSA 
allowable rate for that locale, the secretary must apportion the GSA limit to the grant budget code, and the 
overage to a non-grant budget code. 
4)   The supervisor must authorize the travel via signature.  Out-of-state travel must also be submitted to 
and approved by the appropriate associate superintendent.  The supervisor or secretary must then submit 
the travel form to the Director of Business.  Travel using federal funds must be submitted to the Grant 
Specialist who will validate the per diem allowance(s) and route the request to the Director of Business. 
5)   Secretaries must separately submit check requests for Prior Trip Payments via the financial system.  A 
check payable to the hotel may be requested from Accounts Payable, with proper documentation and two 
week’s notice.  Otherwise, the employee will have to pay the hotel expenses personally and request 
reimbursement upon return.  The employee may be reimbursed for hotels or airlines paid in advance, if 
the travel is approved.  The employee cannot receive meal or mileage money in advance. 
 
After the employee returns from travel: 
Based on inputs from the employee regarding any changes in the actual travel completed, secretaries must 
complete the “Post Trip Payments” section of the travel form and submit it to the Accounting Secretary.  
Secretaries must also submit post-trip reimbursement requests for the employee via check request. 
 
 
Types of reimbursable travel expenses 
 
Airfare  (receipts required) 
The cost of tickets paid by the employee for official travel on commercial airlines is reimbursable when 
this mode of travel is reasonable and when the employee is requesting reimbursement/advance for an 
airfare not exceeding the average coach fare.  Special discounted fares should be used when available, and 
trips should be planned far enough in advance to qualify for discounted fares.  If airfare is purchased over 
the Internet, Accounts Payable will need the printed page with your confirmation number that shows the 
employee paid for the ticket on their personal credit card. 
 
Private Automobile  (Mapquest printout required) 
1)   The maximum mileage rate for use of privately owned vehicles is the current Texas Comptroller of 
Public Accounts mileage rate. The travel form is updated as the state rate changes.   
2)   Travelers should select the shortest and most economical route for their trip. Mileage begins from 
the traveler’s regular worksite, not from the traveler’s home.  
3)   Generally, if two or more employees from the same campus/department are going to attend the same 
function, on the same date and time, they should carpool together. The employee’s immediate supervisor 
must approve exceptions to this reimbursement rule prior to travel. 

http://schools.birdvilleschools.net/domain/2870�
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4)   Reimbursements for taxi fares, personal and district vehicle parking fees, tollbooth fees, and 
telephone and fax calls are authorized at reasonable costs in conjunction with their business use. Receipts 
are required for all fares and fees. 
5)   Car rentals should be used when less expensive than taxi fares. Rental and mileage charges will be 
paid for business purposes only. Mileage for personal travel is not authorized or payable.  Any 
employee who rents a vehicle for district (non-personal) business is covered under the district’s hired and 
non-owned coverage, provided other passengers are not charged a fee to ride.  It is not necessary to take 
the collision damage and/or loss damage insurance coverage offered by the rental company. 
 
Meal Per Diem Allowance (receipts NOT required) 
1)  The meal per diem allowance for in-state travel is capped at the current rate established by the Texas 
Comptroller of Public Accounts.  Birdville ISD travel forms will be updated periodically to reflect the 
current state reimbursement rate.  District policy permits meal per diem for out-of-state travel at the GSA 
rate for that locality. 
2)  For travel using federal and state grant funds, reimbursement will be at the lower of the specified 
fractional per diem rate or actual cost. 
3)  For overnight travel, the first and last day will each be reimbursed at 75% of the applicable full-day 
per diem amount.  Intervening days will be reimbursed at 100% of the applicable full-day per diem.  
4)   The district does not reimburse meals for non-overnight trips, unless the employee is out of the 
district for 6 or more hours, and travels outside of a 100 mile radius from the normal work site.  In this 
rare scenario, the district may reimburse lunch at 25% of the state non-overnight per diem rate, and if the 
employee can’t return home by 7:00 PM an additional 50% of the state non-overnight per diem rate can 
be reimbursed for dinner.   
 
Lodging (receipts required) 
1)   Lodging should be limited to a reasonable and economical option.  Employees should try to find 
accommodation at state-negotiated contract rates when possible.  Contract rates are available here:  
http://portal.cpa.state.tx.us/hotel/hotel_directory/index.cfm.    
2)   For federally funded travel, lodging expense should not exceed the GSA rate established for that 
locality at http://www.gsa.gov/portal/category/21287.  Personnel authorized to travel using federal funds 
should be aware of the maximum rate allowable. Questions on allowable rates should be directed to the 
appropriate program administrator. 
3)   Double occupancy of rooms should be utilized whenever possible. When sharing a room, please list 
with whom you shared a room in the “Notes” section of the Application for Travel and Expense Report. 
 
 
IN-DISTRICT TRAVEL PROCEDURES  (mileage data required) 
1)   The immediate supervisor must approve reimbursement for in-district travel mileage. Employees 
must request reimbursement via the In-District Travel Form, which is also available at 
http://schools.birdvilleschools.net/domain/2870.  The form must be completed in entirety.   The employee 
and supervisor must sign the form before it is submitted to the Accounting Secretary.  In-district mileage 
reimbursement should be requested at least quarterly, and submitted via check request. 
2)   Mileage is reimbursed for business trips in excess of the normal commute. Trip mileage must begin 
from the employee’s regular worksite and end at that day’s worksite (round-trip).  Mileage is reimbursed 
at the pre-populated current mileage rate, and the total dollar reimbursement auto-calculates.  
3)   Employees receiving a travel stipend will not be reimbursed for in-district mileage. 

http://portal.cpa.state.tx.us/hotel/hotel_directory/index.cfm�
http://www.gsa.gov/portal/category/21287�
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PREPARED BY: _________________________________________ APPROVED BY: _______________________________________ 
                                                  Birdville ISD Employee                                Birdville ISD Employee’s Supervisor                                                 
 
 
 
 
 
APPROVED BY: _________________________________________       APPROVED BY: _______________________________________ 
                                Type Name:                                                 Type Name:                                               
 
 
 
 
APPROVED BY: _________________________________________       APPROVED BY: _______________________________________ 
                               Leadership Approval [FOR OUT OF STATE TRAVEL ONLY]                                               Director of Business 
 
This report is due within five days after return from trip and all receipts and statements indicated above must be attached. 
 
 
 
  Additional Notes/Comments 

lharrell
Line
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NOTE: This certificate is for business only, not to be used for private purposes, under penalty of law. The hotel operator may request a govern-
ment ID, business card or other identification to verify exemption claimed. Certificate should be furnished to the hotel or motel. 
DO NOT send the completed certificate to the Comptroller of Public Accounts. The certificate does not require a number to be valid. Refer to Hotel Rule 
3.161 for exemptions. 

Check exemption claimed: 

United States government or Texas government official exempt from state, city, and county taxes. Includes US govern-
ment agencies and its employees traveling on official business, Texas state officials or employees who present a Hotel Tax 
Exemption Photo Identification Card, and diplomatic personnel of a foreign government who present a Tax Exemption Card 
issued by the US Department of State. 

Religious, charitable, or educational organization or employee exempt from state tax only. Educational organizations 
include school districts, private or public elementary and secondary schools, and Texas institutions of higher education as 
defined in Section 61.003, Texas Education Code. Beginning October 1, 2003, non-Texas institutions of higher education (public 
and private universities, junior colleges, community colleges) must pay the state hotel occupancy tax. Religious and charitable 
organizations must hold a letter of exemption issued by the Comptroller of Public Accounts to claim the exemption. 

Other. Organization exempt by law other than Chapter 156, Tax Code. Specify reason for exempt status below. Supporting 
Documentation Required. 

Name of exempt organization Organization exempt status (Religious, charitable, educational, governmental) 

Address of exempt organization (Street and number, city, state, ZIP code) 

GUEST CERTIFICATION:  I declare that I am an occupant of this hotel/motel on official business sanctioned by the exempt organization named above 
and that all information shown on this document is true and correct. 
Guest name (Please print) 

Date

FOR HOTEL/MOTEL USE ONLY (OPTIONAL)
Name of hotel/motel 

Address of hotel/motel (Street and number, city, state, ZIP code) 

Room rate Local tax Exempt state tax Amount paid by guest Method of payment 

You have certain rights under Chapters 552 and 559, Government Code, to review, request and correct information we have on file about you. 
To review or correct your state tax-related information, contact the Texas State Comptroller's office. 

Hotels may require verification before accepting a hotel occupancy tax exemption certificate. An organization may qualify for 
hotel occupancy tax exemption even when it does not have a Comptroller's letter of hotel tax exemption or cannot be found 
on the Comptroller's list of exempt organizations. Some examples include churches, public schools and community colleges. 

You may need to pay the tax until verification of hotel tax exemption can be obtained from the Comptroller's office. You can 
apply to the hotel for a refund or credit. 

A list of charitable, educational, religious and other organizations that are exempt from state and/or local hotel tax is online
at http://window.state.tx.us/taxinfo/exempt/exempt_search.html. Other information about Texas tax exemptions, including 
applications, is online at http://window.state.tx.us/taxinfo/exempt/index.html.

You can also send an e-mail to exempt.orgs@cpa.state.tx.us or call (800) 252-1385. 

✔

Birdville Independent School District Educational

6125 East Belknap Street, Haltom City, TX 76117
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TRAVEL REQUEST/EXPENSE FORMS 
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In-District Mileage 
Record of Travel 

 Destination   
 
Date 

 
From 

 
To 

 
Mileage 

 
Purpose of Visit 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

Total Miles
  

Mileage Rate
 

Total Mileage Reimbursement  
 

______________________________________
                 Employee Printed Name 

______________________________________
                     Employee Signature 

_________________________________________
                            Budget Code 

_______________________________________
                     Supervisor’s Signature 

_________________________________________
                            Speed Code
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Director of Business 

TO:  Budget Managers and their Administrative Staff
FROM: Ed Sorola
DATE : July 1, 2012 
SUBJECT: Budget Amendments and Transfers
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HOW TO ENTER A BUDGET TRANSFER INTO MUNIS 
  

 
 
 
 
Log on to MUNIS and click “Budget Transfers and Amendments”. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Budget Transfers and Amendments MUNIS Version 9.3 
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After you have selected “Budget Transfers and Amendments”, the following screen will appear: 
 

 

Do not use the ENTER key on your keyboard.  Instead, use the TAB key to move from one 
 field to another. 
 

 

 



 
Budget Transfers and Amendments MUNIS Version 9.3 
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• Click on the ADD  tool button. 
 

• MUNIS will automatically pre-fill the Fiscal year, Period, and the Journal.   
  

• In the Journal Reference 1 field, enter the fund code and budget mgr code as one number, 
such as 199510 or 211510 for Special Revenues.  

  
• Tab through Journal Reference 2 field. 

 
• In the Short Description, enter the reason for the transfer, for example “Supplies”.  You are 

allowed to use a maximum of 10 characters to enter this information.  
 

• Tab through the remaining following fields: 
 

• Leave the Effective Date field unchanged.  Do not change the effective date!    
  

• Leave the Budget Year Code as #1. 
. 

• Leave the Entity Code as #1.   
 

• Leave the Amendment Type Code as #1.   
 

• Leave the Special Condition field blank. 
 

 
 

Budget Amendment Detail Lines 
  

 
 

• You will automatically be taken to the Budget Amendment Detail Lines screen.   
• Line 1: The column heading “T” should be “E” for expense. 
• Enter a valid account number where the funds will be transferred from
• In the comment box you can provide an explanation of the transfer (max. 30 characters).  

 in the Account line. 

 



 
Budget Transfers and Amendments MUNIS Version 9.3 
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Upon completion of the comment, hit tab and the following dialog box will appear. 
 

 

 
 
 

If you want to view the subject account budget record prior to completion of this Budget 

Transfer/Amendment Line, choose either the Amounts  button or the 

Transaction History  button, and then choose Exit  to return to the Detail 
screen to complete the Line.  If you do not wish to view the account’s budget, choose 
“None”. 

 
 
 

 
 
 

• Tab through the effective date. 
 

• In “I/D” box indicate whether you are increasing (l) or decreasing (D) the account entered. 
 

• Enter the amount you are increasing or decreasing on the Amount line.  All amounts must 
be entered as positive numbers.  MUNIS will not accept a negative amount entry. Hit Tab 
and the next line will appear. 
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• Line 2: Enter a valid account number where the funds will be transferred to

 

 in the Account 
Number line.  The system will automatically enter the account you entered on line 1.  Just 
highlight the account with your mouse and begin entering the correct account. 

• If you are transferring to multiple accounts, enter an amount in lines 3, 4, etc. to balance the 
amount transferred from in Line 1.  The journal totals in the left-hand corner of the screen 
will help you balance your transfers.  Your increase and decrease amounts should always 
be the same.  Note:

 
  Use the scroll bar to view lines 3 and so forth. 

• If you need additional space to explain your transfer, click the Add’l Description box. 
 
The additional Comments screen will appear: 
 

 
 
Use all CAPS when entering your comments.  Once you have completed the entry of your 

explanation, choose the EXIT  tool button and the screen will appear below: 
 
 

 
 

• Click Yes to accept the changes to text. 
 
 
 
 



 
Budget Transfers and Amendments MUNIS Version 9.3 
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• Once you have finished entering your budget transfer, click on Accept  button. 
 

• Choose the EXIT  tool button in the upper right-hand corner to return to the header 
screen, as below: 

 

 

 



 
Budget Transfers and Amendments MUNIS Version 9.3 
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• Once the Budget Amendment Details lines are completed choose the Release  
button from the Side Menu, as above.  This will change the Amendment Status to Pending 
Approval.  After the Budget Amendment entry is released, it will be routed to the appropriate 
individual in your approval workflow prior to being submitted to the Business Office 
approver.  To view the list of approvers that your transfer/amendment will be routed to, click 
the “Approvers” button.  You can see who has approved the transfer as it is routed.  Once 
the final approver has approved, you will receive an email notification.  The Business Office 
approver will post the amendment/transfer to General Ledger, after which you can create 
requisitions or vouchers against the increased budget amount. 
 

Note:

 

  If you need to make any adjustments to a budget amendment that has already been 
released, please contact the Budget Department requesting your budget transfer to be rejected. 

 
 
 
 
  



 
Budget Transfers and Amendments MUNIS Version 9.3 
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HOW TO CORRECT A REJECTED BUDGET TRANSFER 
 
If your budget transfer is found to have errors, or if you need to edit your transfer after submitting it, 
the Budget Department will reject it and return back to you for corrections.  Go to “Browse” to 
locate, select, and display your transfer. 
 
 

 
 

• Choose the Lines  button from the side menu as shown above.  This will allow 
you to enter the corrections to the Budget Amendment Detail lines in the following screen: 

 

 
 
 



 
Budget Transfers and Amendments MUNIS Version 9.3 
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• Click the UPDATE  tool button to make changes to the transfer lines 
• Once you have finished corrections to your budget transfer, click on Accept  button. 

• Choose the EXIT  tool button to return to the header screen, as below: 
 

 
 

• Choose the Release  button from the Side Menu on the main screen, as above.  
This will change the Amendment Status to Pending Approval.  

 
 
 
 

Pending Approval 
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HOW TO GENERATE A YTD BUDGET REPORT 
   
  

 
1. Log on to MUNIS and click “YTD Budget Report” (or) Departmental Functions > YTD 

Budget Report. 
 
  

 
 

2. Complete the following fields by identifying the set of data you wish to review. Click the Seg 

Find Option  to search on individual budget string segments. 
 

 
 
3. After entering the segments you wish to review, click the accept button    to select your 

search criteria.  
 



YTD BUDGET REPORT MUNIS Version 9.3 
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4. The screen will show the number of records (81 records) that were found during your 

search.  Click the Report Options button   on the left-hand side of the screen. 
 

 
 
 

5. Complete the following fields in order to customize the report to look the way you desire. 
 



YTD BUDGET REPORT MUNIS Version 9.3 
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Note:  If you check mark “Print journal detail”, then your report will display detail entries for 
each budget string.  
 
6. Click the accept button to accept the report options you have selected.  

 

7. Select the  in the upper right-hand corner to exit the screen. 



YTD BUDGET REPORT MUNIS Version 9.3 
 

 Page 4 of 4 

 

 
 

8. Once you have chosen your report format click the Pdf Button to display your report in 
Pdf or Output/Print button to print the report. 

 
Example  
 

 
 
Your report may display slightly differently depending on the Report Options you have chosen. 
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Note that in Munis, the fiscal year is NOT part
of the account string.
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Birdville ISD Account Code Segments 

For a full listing of all account segments used at Birdville ISD as of July 1, 2012 be sure to access 
the file at the hyperlink below.  THIS IS A VALUABLE RESOURCE FOR ALL DISTRICT SECRETARIES! 

 

 

Additional Guidance on Account Code Segments 

For in-depth information about where to charge various types of items, be sure to consult the 
Texas Education Agency Financial Accountability System Resource Guide, Module 1.  Account 
code segments are discussed in detail in Section 1.4, which spans pages 218 to 512.  Detailed 
examples of what to charge – and what NOT to charge – to each segment are provided. 
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Procedures for Handling Checks at Birdville ISD Campuses 
 

School Procedures 
 

Each campus will need to place a CheckSmart decal in the campus office as well as the 
cafeteria. 

 
Returned Checks 

�
All returned checks will be sent by the bank directly to CheckSmart’s office. 

 
Payment Procedures 

 
Do not accept payment at your campus.  Refer all check writers directly to 

CheckSmart at 888-851-6634 for payment arrangements. 
 

CheckSmart Procedures 
�
When we receive the check, the following happens in our office. 
 

�� We enter the check into our database by campus. 
�� We enter the check into a nationwide check verification database 
�� We fax an acknowledgement of the check to the district 
�� We place the check on the website so that you can see it. 
�� We skip trace for missing information. 
�� We begin a series of collection letters to the check writer. 
�� We set up any electronic representments of NSF checks. 
�� On 5th day we start calling the check writer. 
�� We return to the district 100% of the face value plus $5 for each collected check. 
�� If you choose we can prepare paperwork and file charges after 60 days.  

 
CheckSmart accepts many forms of payment: 

 
* Credit Cards       * Debit Cards       *Money Orders       *Electronic Checks 

Check writer can also pay at any MoneyGram location including all WalMarts 
�

�
If you have any questions call:  888-851-6634�
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