SKYWARD INFORMATION ACCESSIBLE TO ALL DUNCANVILLE ISD EMPLOYEES

Personal Information Payroll Time Off

e Name e Checks (Print Stubs) e Time Off Status
e Address ¢ Direct Deposit

e Phone ¢ W2 Information

e Email e W4 Information

e Assignments

LoaGIN ID AND PASSWORD INFORMATION

Professionals & Paraprofessionals
(User Name and Password is the same to login to the computer/laptop and Skyward)

o st Letter of 1st Name & Full Last Name, ex: Larry Miller = Imiller
e If already in use, add 2™ _|etter of 1st Name, ex: Larry Miller = lamiller
e If already in use, add 3™ Letter of 1st Name, ex: Larry Miller = larmiller

Password
e Default password is Panthers01
e Employee will be prompted to change password

Auxiliary Staff

* 1st Letter of 1st Name & Full Last Name

ex: Larry Miller = Imiller
* |f already in use, add 2" letter of 1st Name, ex: Larry Miller = lamiller
* If already in use, add 3" Letter of 1st Name, ex: Larry Miller = larmiller

Password
» Default password is 4 digits of Birth Year and 15t four letters of Last Name
* Employee will be prompted to change password

Tech Support: Idea Hub’s Help Desk — 972-708-2300
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54 SKYWARD EMPLOYEE ACCESS

SKYWARD LOGIN INSTRUCTIONS

To access Skyward from a computer, laptop, or
mobile devise:

1. Go to www.duncanvilleisd.org
2. Click on Staff from the Staff Tab

Click on the Skyward Icon.

Students t  Departments

Staff Home
AESOP
Benefits Hub - Click on Skyward Business Access.

ium and
Instruction

Kyward Business fraining bocuments
Skyward Business Training Videos

SKYWARD

Duncanville ISD
Business

Enter the Login ID and Password information.

Login ID:

Password ;

|
I

Sign In

Page 2



SKYWARD EMPLOYEE ACCESS

PERSONAL INFORMATION — PHONE, EMAIL, AND ADDRESS

- Duncanville ISD

v

FastTrack FastTrack
Open Postions. S

< § = Personal Information w

Employees can update Phone
Number and Email Address in

Expense
Reimk L

Skyward.
v Demographic Employes:
1. From the Employee Information Emgioyes Info Employee Info

tab, click on Employee Info A (i
2. Click Request Changes {_ Humsory

w Personnel

3. Update phone number and/or Personnel info Employee Information
email address s it A (ot )
4. Click Save to complete s ety | s |
changes Certicabons Mame
w Payroll Cond.
District email address must be Checks Former Name: L
populated in the first Email box. Check Estimator Spouse Name: Yes
The employee’s personal email o
> = a Phone
address should be listed in the s Cort.
second Email box. Divect Dapostt Phons 1: 3 Vas
W2 Infoermation Phone 2: P e
All other changes are made W4 Informasion i — i
: Flax Information i :
through Eduphorial. o) | 3nd Emalt Yot
Ied Email: Type:
5ub Transactions 4eh Email: Type:

Employees can update Primary
and Mailing Address in
Skyward.

1. From the Employee Information
tab, click on the Address tab
2. Click Request Changes
3. Update address
Click Save to complete changes

Flex Information

Emplorpes;
Address

Address

Pricmary/Mailing Addeess Conf: Yes

Primary

Masling

L=

Matnry

Feyimmar

Raajomar
{1 Changes
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¥73 SKYWARD EMPLOYEE ACCESS

PAYROLL INFORMATION
Employees can review Payroll information in Skyward.

From the Employee Information tab, click on Checks, Direct Deposit, W2 Information, and/or W4
Information

Checks

1. Click the “View” dropdown menu for different ways to view check stubs.

2. Click on the individual check and click “Show Check” to review and confirm pay information and
deductions are correct.

3. District’s benefits contribution on behalf of the employee can also be viewed under the benefits
section.

Direct Deposit
e This is the bank account Skyward will use to deposit funds on corresponding paydays.

W2 Information
» Provides calendar year-end tax information that is reported to IRS.

W4 Information

1. Shows employee’s current tax withholding status.

2. Review and ensure information is correct for federal and state marital status and state and federal
allowances (this information is taken from the W-4 form completed as part of the new hire
paperwork.

Duncanvalle 1ISD

FastTepek FaniTrack Experse
Cpen Posors  Sormener  Reembuorsement

«4{  Personal Information w e I [T SNSRI TR,

w Demograghic Empioyee
Employes info Checks
A E e A - o it s s - - i -
Viewes: [Crae tane s WER Detaii informa v Blerp " wwars tet w YW X
w Persomnel - ;
Perscnnel éo —— Pt Pragan A
A Didrvwbogrran » ‘
s hegnenarid ’
VMO »
w Payrof L
L Cw
g »
ek ©atrnator
Calerdar YTO b
YT »

&
1
.

V] M 4P 20 reerss dupineed Check Date
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SKYWARD EMPLOYEE ACCESS

ASSIGNMENT INFORMATION

To review current Assignment information in Skyward:

From the Employee Information Tab, Click on Assignments to view:
a) Position/Assignment

b) Group/Building

c) Start Date/End Date

d) Salary

77 Duncanville ISD ot S
SEYwany

Momie Employee R FastTrack Fastirack Expanse

TELSL S0 Off  OpenPosions Screener Reimbursement

<4l Personal Information w v M ey e e
w Demographic a Employes: |

Employee info Assignments

Address

Assignment Information
Assignment Year: (30162607 SN,

w Personnel
Personnel Info

Lane/Step History Views: Beneral v| Eilters; [*Sicrward Bedauit v
Prof Development

Certifications
w Payroll

LEAVE BALANCE

Employees can review Leave Balance information in Skyward.

From the Employee Information tab, click on Time Off Status to view balances for:
1. State Days

2. Local Days

3. Flex or Vacation Days

Click the arrows next to each Time Off Code to review Time Off details

Duncanville 1ISD Account  Prefersnces B P

SEYwWaARY
| Employee IR{] FastTrack FastTrack ‘Expense

Home » el On  OpenPostions Sceener  Reimbursement
<l = Personal Information w ¥ [ W racmesy T New wWindow €3 My Print Quew
o civema - N s i ’ i . ;
Empioyee Info Time Off Status
. Vm_[—:':-:az V] Filters: | *Suyward Default V F ?3 kg
w Pursonnel i e R i i At A AR
Bk L Ture OF Code a :"“ e Asbox Unet Fermsisrng rmm— Vet Avaskatie Lrgned
Lane/Step History 4 J8n O 00m { | | |
Prof Development » FLEX - EXEMPT - DAYS 2.5 Days 9 Days 6.5 Days S Days 5 Days
Assigriments » JURY DUTY DAY 1 Days -1 Days -1 Days
Certfications P LOCAL LEAVE - DAYS 218334 Dayx 5 Days 26.8334 Days 26 8334 Day:
» Payroll P NEW STATE LEAVE - DAYS 20 Days S Days 2 Days 23 Days 23 Days
P STAFF DEVELOPMENT DAY 5 Days -5 Days -5 Days

Time Off Status
Sub Transactions
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SKYWARD EMPLOYEE ACCESS

TiME OFF REQUESTS

225 Duncanville ISD

To submit Time Off Requests

Employee SRl FastTrack FastTrack Expense
i Off
in Skyward:

Information Open Positions = Screener  Reimbursement

1. From the Time Off tab, click v.Time Off
on My Requests My Status o
My Requests LB

1. Click on Add

R =

b ; FastTrack FastTrack Expense
¥ Information £

Open Positions = Screener = Reimbursement

- n ¥ My Time Off REqUEStS W v Q @ iFavoritesv T New Window ﬁMy Print Queue

Views: {Genernl VJ FE!tErS'!“Skward Default vi Y '-jj =] e e
Date w Time Amount | Type | Status Year Time Off Code Reason Dascription

b 0172172017 =i | 50 om | 1 Doy Used |Pporoned|Curent |FLEX - EEMPT - DAY FLEX KON DUTY PR

P 04/20/2017 Thu 8:00 am 1 Days Used Approved Current FLEX - EXEMPT - DAYS FLEX NON-DUTY Clone

P 04/18/2017 Wed  8:00am  1Days Used Approved Current FLEX - EXEMPT - DAYS FLEX NON-DUTY Attach

» 04/18/2017 Tue 8:00 am 1 Days Used Approved Current FLEX - EXEMPT - DAYS PERSONAL BUSINESS

2. From the Time Off Code drop down menu, select type of leave (State, Local, Flex, Vacation, etc.)
3. From the Reason drop down menu, select the appropriate reason

4. Description is optional

5. Select Single or Date Range and enter dates accordingly

6. Click Save

Remaining Time Off

Future Future Future
Time Off Code Remaining  Approved  Waiting Available  Remaining  Waiting  Available
COMPENSATORY LEAVE - HOURS 0h 00m oh 0om
FLEX - EXEMPT - DAYS 5Days 5 Days
JURY DUTY DAY -1Days 1 Days
LOCAL LEAVE - DAYS 26,8334 Days 26,8334 Days
NEW STATE LEAVE - DAYS 23 Days 23 Days
STAFF DEVELOPMENT DAY 5Days -5 Days
Time Off Request T ol
* Time Off Code: [NEW STATE LEAVE — DAYS - Days “ Hours per Day: 7h 30m | 5. Bk
* Reason: (ST R T ... i

Description: |

Maximum characters: 200, Remaining e T USSR
Type: @ Single Day
O Date Range
vt ey B
Days: [
Start Time: [0

7. Email notification will be sent to the requestor upon approval or denial
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