


DEPARTMENT INTRODUCTIONS
• ACCOUNTING (CARSON STREET OFFICE)

• SHAMETRA COLLINS, COORDINATOR OF ACCOUNTING | 817-547-5639| 
SHAMETRA.COLLINS@BIRDVILLESCHOOLS.NET

• ERIS WILSON, ACCOUNTING MANAGER | 817-547-5641 | ERIS.WILSON@BIRDVILLESCHOOLS.NET

• KATHY MILBURN, ACCOUNTING CERK|817-547-5630 | KATHY.MILBURN@BIRDVILLESCHOOLS.NET

• ANGELITA ESCOBEDO, ACCOUNTS PAYABLE(VENDORS A-J)|817-547-5638| 
ANGELITA.ESCOBEDO@BIRDVILLESCHOOLS.NET

• SHANNON NEPTUNE, ACCOUNTS PAYABLE (VENDORS K-Z) | 817-547-5634 | 
SHANNON.NEPTUNE@BIRDVILLESCHOOLS.NET

• RITA MORROW, PAYROLL SUPERVISOR | 817-547-5640 | RITA.MORROW@BIRDVILLESCHOOLS.NET

• JOHN JONES, DISTRICT TIMEKEEPER/PAYROLL ASST.| 817-547-5648| JOHN.JONES@BIRDVILLESCHOOLS.NET

• DEBBIE MANTOOTH, PAYROLL ASSOCIATE | 817-547-5636 | DEBBIE.MANTOOTH@BIRDVILLESCHOOLS.NET

• DELORES CARTER, PAYROLL ASSOCIATE | 817-547-5637 | DELORES.CARTER@BIRDVILLESCHOOLS.NET

• CAROL DESHONG, PAYROLL ASSOCIATE | 817-547-5635 | CAROL.DESHONG@BIRDVILLESCHOOLS.NET
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• BUSINESS (CENTRAL ADMIN OFFICE)

• SHARAY BOYNTON, DIRECTOR OF BUSINESS | 817-547-5747 | SHARAY.BOYNTON@BIRDVILLESCHOOLS.NET

• DORA THRASH, ADM. ASSISTANT/TRAVEL/SALES TAX | 817-547-5728 | DORA.THRASH@BIRDVILLESCHOOLS.NET

• CRISTINA SORIANO, BUDGET & CASH SPECIALIST | 817-547-5746 | CRISTINA.SORIANO@BIRDVILLESCHOOLS.NET

• CANDACE MILLER, RISK MANAGEMENT SPECIALIST | 817-547-5855 | CANDACE.MILLER@BIRDVILLESCHOOLS.NET

• SUSAN DIPPOLITO, BENEFITS SPECIALIST | 817-547-5782 | SUSAN.DIPPOLITO@BIRDVILLESCHOOLS.NET

• VIRGINIA (GINGER) MARTIN, GRANT SPECIALIST | 817-547-5776 | VIRGINIA.MARTIN@BIRDVILLESCHOOLS.NET

• SHANNON COX, GRANT ACCOUNTANT | 817-547-5708 | SHANNON.COX@BIRDVILLESCHOOLS.NET

• VERONICA JENKINS, POSITION CONTROL & BUDGET SPECIALIST | 817-547-5793 | 
VERONICA.JENKINS@BIRDVILLESCHOOLS.NET

• ERIN GRIFFIN, POSITION CONTROL MONITOR | 817-547-5775 | ERIN.GRIFFIN@BIRDVILLESCHOOLS.NET

• BETTY HOWE, PRINT SHOP MANAGER | 817-547-5741 | BETTY.HOWE@BIRDVILLESCHOOLS.NET
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KRONOS
• ALL NON-EXEMPT STAFF ON YOUR CAMPUS/DEPARTMENT

• FEDERALLY FUNDED TUTORS

• RE-ENFORCE TO EMPLOYEES THAT THEY SHOULD NOT 
SUBMIT THEIR TIMESHEET UNLESS IT IS A TRUE PICTURE 
OF THEIR WORK/LEAVE WEEK
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WEEKLY PAYROLL PROCESS TIMELINE
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APPROVED TELE-WORK –
NON-EXEMPT
• IF VPN IS AVAILABLE, THEY CAN CLOCK IN AND OUT

• IF VPN IS NOT AVAILABLE, THEY WILL NEED TO SUBMIT 
MISSED PUNCH REQUESTS

• TIMESHEETS WILL STILL BE DUE ON REGULAR SCHEDULE

• COVID – FILLER IS AVAILABLE TO ENSURE THAT REQUIRED 
HOURS ARE RECORDED – ONLY FOR THESE EMPLOYEES
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AESOP – NEW SYSTEM
• GO LIVE AUGUST 24TH

• NEW SYSTEM IS BEING IMPLEMENTED 
• WILL REQUIRE NEW LOGIN SITE AND LOGIN CREDENTIALS

• INFO WILL BE OUT IN NEXT WEEK OR SO

• SUBS USED PRIOR TO AUGUST 24TH – WORK WITH HR ON 
ASSIGNING AND RECORDING FOR PAYMENT

• FUTURE ABSENCES IN OLD SYSTEM WILL HAVE TO BE 
RECORDED IN NEW SYSTEM

• INFORMATION FORTHCOMING
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OPEN ENROLLMENT

• JULY 15 – AUGUST 11, 2020

• SUSAN DIPPOLITO – BENEFITS SPECIALIST EXT 5782

• EMPLOYEE BENEFITS HUB 
WWW.MYBENEFITSHUB.COM/BIRDVILLEISD
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VENDORS ON CAMPUS

• PRINCIPAL’S DISCRETION

• NOT DURING THE SCHOOL DAY

• IF DISTRICT APPROVED, LETTER FROM DIRECTOR OF 
BUSINESS



CALENDARS

• CALENDARS – INCLUDED ON FINANCE WEBSITE
• SALES TAX DUE TO BUSINESS OFFICE
• CROSS-FUNCTION BUDGET AMENDMENT DUE TO 

BUSINESS OFFICE
• BI-WEEKLY PAY PERIOD DATES
• MONTHLY PAY PERIOD DATES
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SUBSTITUTE BUDGET

• NO LONGER CONTRACTING WITH ESS

• MOVE BUDGET FROM 6299-E1 TO 6112/6122
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HELPFUL HINTS – ACCOUNT INQUIRY
SEGMENT FIND SETTINGS - 461 BUDGET
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FLEX DAYS – NO COMP TIME
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CASH HANDLING
CASH SHOULD NOT BE LEFT IN DESKS, LOCKERS, OFFSITE, ETC.

• ALL CASH AND CHECKS SHOULD BE DEPOSITED WITHIN 2 BUSINESS DAYS OF 
RECEIVING IT.

• ALL CAMPUSES HAVE A SAFE 
• CASH SHOULD NOT LEFT IN SAFE FOR MORE THAN 2 BUSINESS DAYS

• HALTOM, BIRDVILLE AND RICHLAND HIGH SCHOOLS ALL HAVE SAFE DROPS FOR 
STAFF TO USE AFTER OFFICE HOURS

• OFFICE STAFF WILL RETRIEVE DAILY AND FOLLOW UP WITH SPONSOR/COACH 
WITHIN 2 BUSINESS DAYS TO COUNT AND RECEIPT

• ALL MIDDLE SCHOOLS AND HIGH SCHOOLS HAVE A CASH COUNTING MACHINE
• ALLOWS FOR A MORE ACCURATE COUNT AND RECEIPT PRINTS

• INCLUDE ONE OF THE RECEIPTS IN BAG FOR BANK
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CASH – STAFF TRAINING
• ALL CAMPUS STAFF WILL BE REQUIRED TO PARTICIPATE IN 

A CASH HANDLING TRAINING
• SPONSOR TRAINING VIDEO/POWERPOINT

• HTTPS://WWW.BIRDVILLESCHOOLS.NET/DOMAIN/5255

• ALL DEPARTMENT STAFF WHOSE RESPONSIBILITY 
INCLUDES HANDLING CASH WILL BE REQUIRED TO 
PARTICIPATE IN CASH HANDLING TRAINING

• AVAILABLE VIA SAFE SCHOOLS – FORTHCOMING IN THE 
NEAR FUTURE
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GENERAL
• CHECKS ARE RUN ON TUESDAY AND THURSDAY

• COMPLETE DOCUMENTATION/MUNIS APPROVALS DUE BY MONDAY 1:00 PM 
AND WEDNESDAY 1:00 PM RESPECTIVELY

• INVOICES SHOULD BE SENT DIRECTLY TO ACCOUNTS PAYABLE 
• VIA EMAIL – ACCOUNTS.PAYABLE@BIRDVILLESCHOOLS.NET
• WE CAN’T PAY A VENDOR WITHOUT AN INVOICE
• PLEASE WORK WITH YOUR VENDORS TO SEND INVOICES DIRECTLY TO 

ACCOUNTS PAYABLE
• IF YOU GET AN INVOICE AT YOUR SITE, PLEASE FORWARD DIRECTLY TO ACCOUNTS 

PAYABLE

• IF WE HAVE THE INVOICE, BUT RECEIVING HAS NOT BEEN DONE IN MUNIS, WE 
CAN’T PAY

• SO, IF YOU HAVE SENT THE INVOICE AND IT IS STILL SHOWING AS UNPAID, YOU MIGHT 
CHECK THE RECEIVING RECORD 
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OPEN PO REPORT
• OPEN PO REPORT

• THIS IS BEING SENT OUT ON A REGULAR BASIS TO YOU TO 
REVIEW

• YOU CAN ALSO RUN ON YOUR OWN

• WHY?
• HELPS YOU  MAKE SURE THAT AN INVOICE HAS BEEN RECEIVED 

BY AP

• HELPS YOU MAKE SURE THAT YOU HAVE RECEIVED ITEMS IN 
MUNIS, AND 

• UNENCUMBERS FUNDS – ALLOWS YOU TO SPEND ON OTHER 
THINGS 

22



PO RECEIVING
• ITEMS HAVE TO BE RECEIVED IN MUNIS BEFORE PAYMENT CAN 

BE MADE

• BUSINESS PROCEDURES MANUAL INCLUDES STEP BY STEP 
PROCESS

• QUICK RECEIPT – STANDARD METHOD
• FULL – LINE PO
• PARTIAL – LINE PO
• BLANKET

• MAKE SURE THAT YOU ATTACH THE PACKING SLIP IN MUNIS
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PO RECEIVING

• PARTIAL RECEIVING ALLOWS A DATE TO BE ENTERED.  
MAKE SURE THAT IT IS THE DATE THAT THE ITEMS WERE 
RECEIVED ON YOUR CAMPUS/DEPARTMENT – NOT DATE 
ENTERED IN MUNIS (DEFAULT)

• BE SURE AND INCLUDE A COMMENT FOR BLANKET POS
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CHECK REQUESTS
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WHEN TO USE A CHECK REQUEST
• STUDENT TRAVEL ADVANCES

• LEGAL PAYMENTS

• TRAVEL REIMBURSEMENTS
• GO AHEAD AND GET ALL STAFF THAT WILL BE TRAVELING SET UP AS A VENDOR 

• UTILITY PAYMENTS

• REFEREES

• SECURITY STAFF

• POSTAGE

• FUNDRAISER DONATIONS

• CONFERENCE REGISTRATIONS THAT DON'T ACCEPT POS OR PCARDS

• FIELD TRIP VENDORS THAT DON'T ACCEPT POS OR PCARDS
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INV PO REQUISITION
• IF AN INVOICE IS RECEIVED AND A PO IS NOT IN PLACE, 

YOU WILL NEED TO DO THE INV PO RATHER THAN A CHECK 
REQUEST
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GENERAL

• STEP BY STEP PROCEDURES ARE INCLUDED IN THE BUSINESS PROCEDURES 
MANUAL

• ENTER THE INVOICE NUMBER 
• ONLY ONE INVOICE PER CHECK REQUEST
• EMPLOYEE MILEAGE – USE EMPLOYEE NAME AND MONTH

• PLEASE ATTACH REQUIRED DOCUMENTS TO CHECK REQUEST
• APPROVED FIELD TRIP FORM
• INVOICE
• APPROVED TRAVEL REQUEST AND EXPENSE REIMBURSEMENT FORM
• IN-OUT OF DISTRICT MILEAGE & OTHER EXPENSE FORM
• FUND RAISING APPROVAL FORM
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WHERE IS MY CHECK REQUEST?
• THE WORKFLOW CAN BE FOLLOWED BY CLICKING THE STOP 

LIGHT
• MAKE SURE THAT YOU HIT THE “DETAILS” TAB TO SEE NOTES 

AND ACTIONS

• MAKE SURE THAT YOU REVIEW THE NOTES ON THE MUNIS
NOTICES THAT ARE GENERATED AS A RESULT OF “HOLD” OR 
“REJECT”

• REASONS FOR “HOLD”
• NEED TO REVIEW DETAILS WITH INITIATOR
• NEED SOMETHING ATTACHED
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CHECK PICK UP FORM
• IN ORDER FOR A CHECK TO BE PICKED UP IN ACCOUNTING, 

THE CHECK PICK UP FORM SHALL BE SUBMITTED TO 
ACCOUNTS PAYABLE

• ATTACH TO CHECK REQUEST
• SEND VIA EMAIL ACCOUNTS.PAYABLE@BIRDVILLESCHOOLS.NET

WITH “CHECK PICK UP PO#” IN SUBJECT LINE

• DATE CHECK IS NEEDED HAS BEEN ADDED TO THE FORM.  
• THIS WILL HELP WITH PROCESSING TIMELINE FOR CHECKS

• ONLY ONE CHECK CAN BE ON EACH FORM
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NEW CHECK PICK UP FORM
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CASH RECEIPTS
• CASH RECEIPTS SHOULD BE RECORDED DAILY. THIS PROCESS IS DONE VIA PAYMENT ENTRY. (PAGE 7 - 9)

• POSTING CASH RECEIPTS DAILY ALLOWS YOU IMMEDIATELY ACCESS TO YOUR FUNDS. 

• ACCOUNTING WILL NOTIFY THE CAMPUS WHEN A CHECK IS RETURNED FROM THE BANK. (PAGE 12)

• ALL REFERENCED PAGE NUMBERS ARE FROM THE 2019-2020 ACTIVITY FUND ACCOUNTING PROCEDURES MANUAL*
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REVTRAK
• THE ACCOUNTING MANAGER WILL PROVIDE THE REVTRAK DEPOSIT 

DATES EACH MONTH. THESE DATES WILL VARY FROM MONTH-TO-MONTH.

• PLEASE POST REVTRAK DEPOSITS BEFORE THE LAST DATE OF EACH 
MONTH.

• REVTRAK FEES WILL BE POSTED BY THE ACCOUNTING DEPT. 
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PAYTEK
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YEARLY PROCEDURES
• BY AUGUST 31ST

• SUBMIT TO THE DIRECTOR OF BUSINESS THE ACCOUNT FINANCE COMMITTEE
AF203 FOR YOUR CAMPUS

• BY OCTOBER 1ST

• ENSURE THAT ALL RESPONSIBILITY ACKNOWLEDGEMENT FORMS HAVE BEEN 
SUBMITTED AND ARE ON FILE ON CAMPUS FOR PRINCIPAL, SECRETARY, AND 
SPONSORS

FORMS ARE LOCATED ON THE BISD WEBSITE:
DEPARTMENT/PROGRAMS ->ACCOUNTING ->ACTIVITY FUNDS ->FORMS
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THANKS FOR ALL YOU DO!
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