How to Access
Your Leave & Training Balance Information
Through Skyward Employee Access

|- C | @ Secure | https://www.mercerislandschools.org ; | e # I
3 Apps [ MSN Bb MISD [ Citrix &% ERM [} EDS [ EthicsData &% Online Appl @ OSPI-Certification @7 SafeSchools [ SteffDev [) Substitute Online gy WA DeptofHith |

WATCH ' WESPaC

% Translate Sign In

) Mercer Island School District T
206-236-3330 Ch Your School ¥

ABOUT MISD SCHOOLS DEPARTMENTS AND PROGRAMS FAMILIES SCHOOL BOARD STAFF RESOURCES O\

Ck TO School 2017-18 Back to S&ool

Information
A A L A L)

Find all the 2017-18 back to school key dat
information here.

To LOcate Skyward

Login Page:

&DirectoryType=6 7

S l e p # 2 ools.org/site/Default.aspx?PageType=1&Sitel D=4&ChannellD=19

Ps [ Ethics Data % Online Appl @ OSPI- Certification 9 SafeSchools [4 StaffDev [J Substitute Online g WADeptofHith | WATCH ' WESPaC €7 WSPA

Staff Resources Directory ABCDEHMMNOTPST

A E P

« AIMSweb login + eVAL Online Evaluation System + Paraeducator Resources

« All Staff Handbook H « Professional Code of Conduct
« Atomic Learning - now known as Whonuit (use your = Homeroom Data Tool « Puget Sound ESD

same login and password)
M S

+ MIEA Contracts

C Benefit Inform-gme I e ct « MISD Email %
“Skyward Internet =

» New Teacher & Mentor Resources

« Classified Rﬂucece S S” o

« Clock Hours

Skyward Internet Access

Staft Directory

Subenline

Substitute Resources

+ Office365

« Curriculum Repository
« Online Professional Development System

Tech Help
D
« Online Trainings

Technology Resources
« Discovery Education Google sign on




Step #3

SKYWARD

MERCER ISLAND SCHOOL DISTRICT

Login ID: | ‘

Login to your Skyward
account & select “All
Areas’

Password: | ‘

| Signin |

Forgot your LoginPassword?

Login Areaf | 11 P..reaa\ - |
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Step #4

@ Employee Access - 05.16.02.00.08 - Mozilla Firefox - —— — | [
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Employee | Time
v Information | Off
<4l & Employee Access B @8 vrravortesw $]New Window £ My Print Queue

Jump to Other Dashboards District News

WESPac

Reset Dashboards Select Widgets

Homercom - Data Tool
Click Here
Homeroom - Data Tool - School Data Solutions

L Human Resources
T Student Management
o Product Setup

No favorites available.

Employee Pseudo Approval

o | EX=R=g=g=g=]

No employee pseude approval requests waiting for approval, Recent Programs

BB Employee Access Home

& EAPlus Home
WAVEP

4 Human Resources Home
WH

Employee Profile

Select the “Employee Access” tag

Reports
WHAADVEM\RE

Configuration
WH\EP\PS\CF

B Financial Management Home
WF

Requisitions
WF\PUAMR\RE\RQ

Data Mining
WH\EP\DM
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Employee Browse
WH\EP\EB




Step #5

SKYWARD

Employee

MERCER ISLAND SCHOOL DISTRICT

Information

Personal Information
Online Forms

Employee Pseudo Approval

~ Payroll

Preferences

2 -

Select “Employee Information”
and then “Personal Information”

No employee pseudo approval reguests waiting for
approval.

Check History
Check Estimator
Calendar Year-to-Date

o

Fiscal Year-to-Date

Direct Deposit Information
W2 Information

W4 Information

1095 Forms
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/f MERCER ISLAND SCHOOL DISTRICT
KTWARD
T Time

Address
v Fayroll
Checks

This will appear

View
History

oyee Information
Check Estimator
Calendar YTO E::r“ﬁl
Fiscal YTD B
History Report Nan -
Direct Dapost Conf.
W2 Informatlon Former m
. Name:
W4 Infarmatlon
: L] o
1095 Forms Name:
Time Off Status
']
Food Servi
w Food Service o
Account Information one 1: Bt No
Payments Phone 2: (206) Bt Ho
Purchases Phone 2 ((206) B ]
Employee Letters 15t Emall
Emergency Contacts and Emal: Type:
3rd Email: Type:
4th Emal: Type:
Racz and Ethnicity
Ethiility: || Hispanic/Latin?
Federal Race: | | 1-American Indian or Alaskan Native
2-Mgian
3-Black or Affican Ametican
4-Native Hawaian or Other Pacific [slander
< 5-white

Bl Employee Access Home

Personal Information

o Product Setup Home
PS

Employee Access
PS\CAVSEVUS\EM

Check History

Employee Profile
WH\EP\EP

L. Human Resources Home
WH

Reports
WHWADV\EM\RE

Employee Browse
WH\EP\EB

Data Mining
WH\EP\DM
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Step #6

f MERCER ISLAND SCHOOL DISTRICT

SEYHARD

Employee Wl
Home v Of

4}l | Personal Information 57

v Demographic Employee:
Employee Info Employee Info
Address T
_.IEW
v Payroll _ History
Checks Employee Information
Check Estimator
Calendar YTD ‘ Cha:;:ts
Fiscal YTD
History Report Name Z
Direct Deposit Conf,
W2 Information Former m
‘ Name:
4 Information
Spouse N
1095 Forms Name: J
Off Status ﬁ
w Food Service
- L]
— Select “Time Off Status”
Payments Phane 2: (208) Bit: Mo E' eC e a u S
Purchases Phone 3: (206) B No
Employee Letters 15t Eml:
Emergency Contacts IndEnal: Tyve:
3rd Email: Type:
4th Email: Type:
Race and Ethnicity
Ethnicity: | Hispani/Latino?
Federal Race: _ 1-American Indian or Alaskan Native
2hsian
3Black or African American
4-Native Hawaiian or Other Pacific Islander
< 5-White

Employee Access - Employee Tab

Account | Preferences | Exit | |9

. Q Favorites® {D New Window lﬁ My Print Queue

Demographic

Employee Info

Employee
Employee:

| T

Address

Personnel

Personnel Info
Lane/Step History
Prof Development
Assignments
Certifications

Payroll
Checks
Check Estimator
Calendar YTD
Fiscal YTD
History Report
Direct Deposit
W2 Information
W4 Information
1095 Forms

Food Service

Account Information

Time Off Status

Views: |General A | Filters: | #Skyward Default v |

Prior Year
Time Off Code & Remaining Allocated Remaining Approved Waiting

P CLASS TRAIN HOURS || 1Bihasm 135h 3om| -3h45m __E

» PERSOMAL BUSINESS LEAVE 168h 01m 143h 16m 24h 45m 24
» SICK LEAVE 721h 10m 385h 45m 335h 25m 335l
» TECH TRAINING 27h 30m 1h 30m 26h 00m 26l
1 ’

4 4 » M 4records displayed Time Off Code: | 2B

&,

c|

Payments
Purchases

Employee Letters
Attachments




Step #7

Leave & Training
Summary Information

Employee Access - Employee Tab

Demographic
Employee Info
Address

Personnel
Personnel Info
Lane/Step History
Prof Development
Assignments
Certifications

Payroll
Checks

Employee

Employee:

‘I Back |

Time Off Status

W ® @

VWaiting Av
I -
241
335l

26l

Views: |General v | Filters: | *Skyward Default v |

Prior Year
ge Off Code a Remaining Allocated

> uass RamouRs || iath )
P PRRSOMNAL BUSINESS LEAVE 168h 01m 143h 16m|
P SJCK LEAVE 721h 10m 385h 45m
P JECH TRAINING 27h 30m 1h 30m

Remaining

24h 45m
335h 25m
26h 00m

Check Estimator

Calendar YTD A
Fiscal YTD
History Report
Direct Deposit
W2 Information

W4 Information
1095 Forms

:

Food Service E :I M 4 ¢ W 4 records displayed

Account Information
Payments

Time Off Code: | |[aBc|

Purchases
Employee Letters
Attachments

Click on the “carrot” p»
to access details about
each item. Click the “carrot”
again to return to the
summary area.

\

The “Remaining”
column indicates the
balance for each
item as of the last
payroll cut-off — if
hours have been
used since the
payroll cut-off, they
will not be reflected
until the next payroll
has been run.




Step #8

Employee Access - Employee Tab

Demographic
Employee Info
Address

Personnel
Personnel Info
Lane/Step History
Prof Development
Assignments
Certifications

Payroll
Checks
Check Estimator
Calendar YTD
Fiscal YTD
History Report
Direct Deposit
W2 Information
W4 Information
1095 Forms

Food Service

Account Information
Payments
Purchases

Employee Letters
Attachments

Leave & Training
Detall Information

Employee
Employes:

Back

Time Off Status

Views: |General v | Filters: | *Skyward Default v |

Prior Year
Time Off Code & Remaining Allocated
» CLASS TRAIN HOURS 181h 45m
» ESS LEAVE 168h 01m

w Current Year {Includes all dates)

Used
185h 30m
143h 16m

P

Remaining Approved Waiting A
-3h 45m -3~
24h 45m 24

w+ Pending Requests
are no Pending Requests available.

Date Description/Reason
03/29/2019 Fri SICK § SICK
03/13/2019 Wed SICK # SICK.
03/01/2019 Fri SICK / SICK.

02/28/2018 Thu SICK / SICK

w Time Off Transactions (up to today's date) Print Time OF Transactions

Allocated Used Remaining
2h 00m 335h 25m
337h 25m

0:2/27/2019 Wed SICK { SICK
4
4 » PG records .

Time Off Code: | [[aB@c)|

This view shows the detall for the sick leave
category only.

Once again, the information shown in
Skyward is only accurate
as of the last payroll cut-off.




