
BUDGET NEWS 

SmartFind Substitute Request for a 
Vacancy 

The SmartFind system is now requiring a position 

control number when requesting a substitute  to 

cover a vacant position. Attached are the 

instructions on how to pull a campus Position 

Control Inquiry Report.  

Counselor Clerk Overtime Pay 

A memo has been sent out to Campus Principal 

regarding the updates to Counselor Clerk 

overtime and substitute pay, which is attached for 

your records. Campuses are responsible to pay 

for overtime or substitutes out of their campus site

-base accounts for Counselor Clerks. Reclasses

are currently being processed to move the

charges to the correct campus budgets.

2020-2021 Campus Allocations 

At the end of January, we will provide Campus 

Principals the 2020-2021 Campus Budget 

Allocations. Next Year Budget Entry Classes are 

currently being added in Eduphoria. Be sure to 

register you and/or your Principal for classes in 

February.   

BOSS Training at 

PDC Building 

Lab 230 

Time: 8:30 a.m. to 

12:00 p.m. 

Dates: 

 January 16th 

 February 13th 

 March 5th 

 April 2nd 

You can register 

through Eduphoria. 
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January Budget News 
Happy New Year and welcome back! We hope 

that you had a great Winter Break.  

As we start the second semester of the 2019-

2020 school year, we have the following updates 

and information to share with you.  

Budget Nugget: 

Remember to run your Year-To-Date Budget 

reports for your campus and to close open 

PO’s once they have been received on.  

Share Point Link to Helpful information.  

https://fwisd.sharepoint.com/sites/Departments/budget/CampusBaseManual/Forms/AllItems.aspx
https://fwisd.sharepoint.com/sites/Departments/budget/CampusBaseManual/Forms/AllItems.aspx






Position Inquiry Instructions, Campuses 
 
Munis, Tyler Menu  
 
https://munisprod.fwisd.org/default.aspx 
 

1.  Click on Departmental Functions  
 

 
2. Click on Position Inquiry 

 

 
 

3. Click on Search  



 

 
 

4. Click on: 
• Status: Active 
• Location:  Type location number or click on the down arrow 
• Click on Accept 

 



• Allow for Munis to populate number of records tied to your campus 
• The number of records populated with show on the bottom of the screen 

 

 
 

5.  Click on Browse  
 

 



• Allow for Munis to populate number of records tied to your campus 
• The list below with appear on your screen 

Position #: this column contains position number 
Account: this column contains budget number 
 

********Important Notes******* 

o Sub Professional: 6112 (ex.: Teacher, Counselor, Assistant Principal) 
o Sub Support: 6122 (ex.: Teacher Assistant, Secretary, Office Clerk) 

o You may alphabetize list by clicking on the column titles (Position#, 
Description, Employee Name, etc…) 

o Employee Name and Employee ID will populate for your campus 

o If you have an Allocation and cannot view budget number, please 
email the budget department 

 

 




