iVisions Budget Report/Tracking Instructions
Log on to Kyrene School District Website

Click on Department,  Business Services
iVisions Self Service Portal

login(right hand corner)

Enter Username

Enter Password

Select My Workflow

To run a school budget report that tells you the current budget, current expenditures, available 

General Ledger

Select Reports

Select General Ledger Report Writer

Select the date range of the report you wish to run

As in the past with QSS, the current expenditure and encumbrance columns will reflect the activity for this date range on your report.

Be Advised:  Your report will only show the ending balance as of the end date you select and not the ending balance as of the current date.

Select the report you wish to view/print (check mark to the left of the report)

Click Show Report

Report will appear in a PDF format
To review individual line item budgets, current expenditures, detail information

General Ledger

Transaction Inquiry

Account Detail

Enter the account number in the “filter” section

Apply

Scroll over to the right on the detail line that appears until you are at the “year to date” figure

Click on the “year to date” figure

This will bring up paid to date detail

Anything that is ‘blue’ on this screen is a link to drill down further in the budget

Note:  Find credits by scanning through the detail, most recent data is on the last page (see bottom of screen for page numbers)


To review specific purchase order amounts, amount available on blanket purchase order

Purchasing & Payables

Select Reports

Select Vendors/Purchase Orders

Type Vendor Name

Select PO Pay History and Encumbrance

Report will appear in a PDF format

You can also run this same type of report by funding code opposed to vendor name

 

