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1. LOG IN TO SKYWARD FINANCE

You will log in to Skyward Finance through Rapididentity (RI) Portal to access Skyward Finance SSO

1. To access Rapididentity Portal

Go to the district’s website, www.isd742.org

Click on Quick Links (located on right side of webpage)
Click on Rapididentity Portal (located under Staff Links)
Click on Skyward Finance SSO (make sure it's Finance not the student system)


http://www.isd742.org/

2A. How 10 CLOCK IN (ON THE TIME CLOCK)

District 742 Schools
Skyward TrueTime Version 213

09:19:17 AM

Tuesday, July 16, 2013

Swipe Card to Log in

FI=Enter ID FB=Configuration

Today Oh Om
Gone for the Day (Regular Hourly) ~ Week: 32h 30m

In

Select this button
on the clock to
punch in.

FI=My History F3=Submit Time
F7=User Setup FB=Ext

Select your current pay code
Non Rep Hourly

Ragular Hourly

Changing Status.

District 742 Schools
Skyward TrueTime Version 213

09:23:46 AM

Tuesday, July 16, 2013

Swipe Card to Log in

Loading Data
FI=Enter ID FB=Conhguratian

Select your current pay code
Non Rep Hourly

Reguiar Hourly

If you have multiple jobs

with the District, select

the appropriate button
on the clock for the
current punch in.

Your status was changed successfully




2B. How 10 CLoCK OUT (ON THE TIME CLOCK)

District 742 Schools
S 1a

Skyward TrueTime Version 213

District 742 Schools
Skyward TrueTime Version 213

09:19:17 AM | ce 09:23:46 AM

Tuesday, July 16, 2013 Tuesday, july 16, 2013

Swipe Card to Log in Swipe Card to Log in

Loading Data
1=Enter I =Configuration

Today Oh 4m
jeek 32h 34m

Your status was changed successfully
Select this
button on the
clock to punch
out for the day.

e Every workday, review your “Today” hours & “Week” hours displayed on the clock when
clocking out to make sure your hours are being recorded accurately.
e End of every work week, if your hours were recorded accurately, submit your timesheet.
o If your hours were not recorded accurately, do not submit your timesheet, instead
select Gone for the Day, and edit your timesheet as necessary from a District
computer. Refer to the following next steps to edit.

= Refer to directions on page 7 to “Edit Existing Time” and page 8 to “Add a
Missing Record” to make these adjustments on a District computer.

= After all adjustments are made and your timesheet is accurate, refer to page
10 “Time Sheet Submission” to submit your timesheet on the computer.



2C. How 10 CLOCK IN & CLock OUT (ON THE COMPUTER)

EMPLOYEES MUST CLOCK IN AND OUT FOR EACH SHIFT. IN MOST CASES, EMPLOYEES DO NOT NEED TO CLOCK OUT FOR LUNCH AS A
30 MINUTE UNPAID LUNCH WILL AUTOMATICALLY BE DEDUCTED AFTER YOU CLOCK OUT FOR THE DAY. SPEAK WITH YOUR SUPERVISOR
IF YOU HAVE ANY QUESTIONS REGARDING YOUR SCHEDULE.

NOTE: THERE IS A 7-MINUTE LEEWAY FOR CLOCKING IN AND OUT. THIS MEANS YOU CAN CLOCK IN UP TO 7 MINUTES PRIOR TO THE
START OF YOUR SHIFT AND CLOCK OUT UP TO 7 MINUTES AFTER THE END OF YOUR SHIFT.

1. Login to Skyward Finance @ Employee Access - 05.16.10.00.04 - Mozilla Fi_

G'a https://sis.isdf42.org/scripts/wsisa.dll/WService=wsFin/semhom01.w

Saint Cloud, l\fN

Time I
Wi Time

True J

. Time
2. Click on

: Employee
3. Clickon Quick Entry Information

~ True Time ~ My Time Sheet

Unsubmitted
History

b Quick Entry
My History
My Setup

Data Mining

7 P P F oF

Reports

T T TSI

. o m Enter Future
4. Click on 10t +to clock in Current Status Totals s

Current Status: Wed 11/16/16 Total:
E Start Time: Scheduled Hours: 8h 00m
. {'ﬁ?n for Current Time: Lunch Total:
5. Click on Alle to clock out —— Weekly Total

Scheduled Return:
Note:

=Prev Day |11/16/2016 Wednesday Next Day> View/Submit Time Sheets

Transactions for Wednesday 11/16/2016 for | TESTLTES000 | TESTLAST, TESTFIRST MI
Status. Start Time End Time Duration | Note - ‘ Edit the ‘

Existing
Times.

| Add a Missing
___ Record

| Delete |




3. EDIT EXISTING TIME (ON THE COMPUTER)

TO EDIT CLOCK IN AND CLOCK OUT TIMES THAT ALREADY EXIST AND NEED TO BE ADJUSTED — ALWAYS MAKE SURE TO INCLUDE A NOTE
WHEN MAKING MANUAL ADJUSTMENTS.

1. Login to Skyward Finance

@ Employee Access - 05.16.10.00.04 - Mozilla Fireffm(_

-‘ a8 https://sis.isd742.0rg/scripts/wsisa.dll/W5ervice=wsFin/semhom01.w

True —
. ‘ Time | ,F Saint Cloud, Miw
2. Click on SKYwarp
: Employee | Time BT
3 Clle on Quick Eﬂtl’y Infarmation | (0ig Time
* True Time My Time Sheet
Quick Entry L Unsubmitted
My History L History
My Setup ol -
Data Mining T
Reports T
Empl T T
| e e 5 R \
‘H True Time Quick Entry w o9 E @ 7 ravortesv ] New Window lﬁr.w Print Queus
. Totals |_Refresh A
4. Click on <Prev Day, Next Day>, or Type Wed 11/16/16 Total  15h 59m n
date fo move to a different day, if B ot e
Lunch Total: 30m

needed. \ Weekly Tota:  15h 59m

>
=Prev Day 11/16/2016 dnesd Mext Day> Current Day View/Submit Time Sheets

Edit the Transactions for Wednesday 11/16/2016 for | TESTLTES000 |TESTLAST, TESTFIRST MI
F_)Cls-tll'lg Status Start Time End Time Duration | Note E Edit the
12:00 BM (12:00) Existing
. . . Ti 12:00 PM (12:00) !
5. TO ed” T|me. SeleCT  —— 12:00 PM (12:00) 12:30 BM (12:30) 30m —Ties
12:30 BM {12:30) 11:59 BM (11:59)  11h 298m Akl
Record
Delete
Employee | Time @RI
J e Information | OFf WIS
‘ H True Time Quick Entry ﬁ' © @ ﬂ {]Favnrrtes’ {DNew Window laMy Print Queue
Totals Refresh |
Wed 11/16/16 Total: 15h 59m
Scheduled Hours: 8h 00m
Lunch Total: 30m
Weekly Total: 15h 59m
6. Adjust fime Transactions for Wednesday 11/16/2016 for | TESTLTES000 | TESTLAST, TESTFIRST MI
[s: ug. Start Time End Time Duration | Note o Save .
7:30  |AM 12; Cancel
LNCH o0 |PM 1230 [pm | 30m - |
. /T’ " r
7. Make sure to provide a note! o hzso Jem | [1ss Jpw | thse

Save

8. Clickon!



4. ADD A MISSING RECORD (ON THE COMPUTER)

ENTER MISSING CLOCK IN AND CLOCK OUT TIMES — IF YOU FORGOT TO CLOCK IN ON A PREVIOUS DAY ALTOGETHER AND A LUNCH
WAS TAKEN DURING YOUR SHIFT, THREE RECORDS MUST BE ADDED TO COMPLETE THE ENTRIES FOR THAT DAY (CHANGE THE SECOND
RECORD TO LUNCH VIA THE STATUS BOX, SEE#7 BELOW).

1. Login to Skyward Finance

@ Employee Access - 05.16.10.00.04 - Mozilla Firefm(_

Gl a https://sis.isd742.0rg/scripts/wsisa.dll/W5ervice=wsFin/semhom0l.w

7 Saint Cloud, MN

True / .
THHE| SKYWARD
2. Clickon T Employee | Time BRRTE
& Information ‘ Wi Time
. Quick Entry p p
3. Click on _ ~ True Time ~ My Time Sheet
Quick Entry T Unsubmitted
My History T History
My Setup il -
Data Mining T
Reports L
Employee | Time SEETE
J Flawe Information | Of WL L
“ H True Time Quick Entry (O] E B 57 ravorites™ 4 New Window lﬁlr.w Print Queue
4. Click on <Prev Day to move back o _EEL Qg
. Tue 11/15/16 Total:
dOy, if needed. Scheduled Hours: 8h 00m
Lunch Total:
Weekly Total: 15h 59m
Add a Missing
. Record | <Prev Day (11/15/2016 l_.|T d Next Day= Current Day View/Submit Time Sheets
5. Clickon* - B
WTLTESUUU TESTLAST, TESTFIRST MI
Status Start Time Enmwum\_‘ Add a Missing
. Record )
[ @ Add True Time Entry - 05.16.10.00.04 - Mozilla Firefox —— [ESEEER )
G & https://sis.isd742.org/scripts/wsisa.dll/WService=wsFin/httedtimed00.wlisPopup=true
6. Enter Starf Time and End Time T Tm @ 2|
dd True Time Entry | Save
7. Click on Status box to select Note: _ Back |

Date: Tuesday 11/15/2016

status of missing record

8. Make sure to add a Note for '
reason why record was missing —

Start Time:
End Time:

L Status: IN

| View of Tuesday Workday Schedule for TESTFIRST M TESTLAST

Workday Work Start  Work End Lunch Start
Y 7:30 AM 4:00 PM 12:00 PM

Lunch End Detail
12:30 PM

Hours
8h 00m

Save

9. Clickon*



5A. TIME SHEET SUBMISSION (ON THE TIME CLOCK)

TIME SHEETS MUST BE SUBMITTED BY END OF DAY MONDAY FOLLOWING THE WEEK WORKED. SUBMITTING A TIME SHEET LATE MAY DELAY
THE PROCESSING OF THE INDIVIDUAL'S PAYROLL. EMPLOYEES MUST BE ACCOUNTABLE FOR ENSURING ALL TIME SHEETS ARE SUBMITTED
ON-TIME AND FREE OF ERRORS.

District 742 Schools [ District 742 Schools
Skyward TrueTime Version 213 = | Skyward TrueTime Version 213

09:19:17 AM | T 09:23:46 AM

Tuesday, July 16, 2013 Tuesday, July 16, 2013

Swipe Card to Log in Swipe Card to Log in

Loading Data
FI=Enter ID FB=Configuration FI=Enter ID F@=Conhguration

JYourRamnc Today: 3h 22m Timesheets Awaiting Submission
in (Regular Hourly) week 11h 37m

Select a tmesheet using the UP and DOWN arrows
Gane for the Day and press ENTER to view that timesheet

o rt End Date Total Time
o for e Day ‘ 2172013 772772013 IIh 30m
ubmit Timesheets 113 33h Om
41h om

40h 30m
40h 45m

F3=5ubmit Time

ro=cxit

Press F3 to
submit your
Time Sheet.

Info for the Time Sheet selected
will be displayed - press F1 to
submit.

If you selected the wrong Time Timesheet Submission

Sheet - Press F8 to go back to
the prior screen. Week of. 06/02/2013 - 06/08/2013

Hours worked  41h 45m

Paid Hours Off Your Time Sheet was submitted succesfully

Timesheet Total 41h 45m

Scheduled Hours:  40h 0Om

FI=Submi Timesheet F2=View Details FB=Back Press Any Key (o Continue




5B. TIME SHEET SUBMISSION (ON THE COMPUTER)

TIME SHEETS MUST BE SUBMITTED BY END OF DAY MONDAY FOLLOWING THE WEEK WORKED. SUBMITTING A TIME SHEET LATE MAY DELAY
THE PROCESSING OF THE INDIVIDUAL'S PAYROLL. EMPLOYEES MUST BE ACCOUNTABLE FOR ENSURING ALL TIME SHEETS ARE SUBMITTED

ON-TIME AND FREE OF ERRORS.

1. Login to Skyward Finance

@ Employee Access - 05.16.10.00.04 - Mozilla Firefuu:_

";? a8 https://sis.isd742.0rg/scripts/wsisa.dll/W5ervice=wsFin/semhom01.w

Z— Saint Cloud, MN

True
Time |

2. Click on

3. Click on Unsubmitted

7 )

SKYWARD
Employee | Time I

Information | Off EEGE

~ True Time

~ My Time Sheet

Quick Entry_
My History
My Setup
Data Mining

Reports

o o f o

Unsubmitted
History

FETET T TS TR

Home Employee | Time BRGIE
Information | Off [

4. Click on the workweek to be
submitted

ime Sheet Information for TESTFIRST TESTLAST

nsupmi ime < g ﬁFavurﬂes' New Window |=|r.|y Print Queue
Unsubmitted Time ¢ © & @ 1 | J

2 Filter
2 &

. Week Start + Week End Total Hrs | Status : :
a. If any records need to be adjusted 11/13/2016 | 11/13/2016 | 15h 59m Time Sheet Not Submitted I
prior to submission, click on the arrow B 10/16/2016 | 10/22/2016 8h 00m| Time Sheet Not Submitted i
upmi ime:
nexf fo the Week Start dafe then Expand All Collapse Al Modify Details (displaying 5 of 5) View Printable Details ST
Expand All A
w Time Sheet Information
b. Click on the date to be adjusted and Week Start: 1011612016
. R e . Week End: 10/22/2016
follow instructions for Editing Existing Total Hours: 8h 00m
Time or Add a Missing Record Status: Time Sheet Not Submitted
¥ Workweek Totals
Paid t
End Hours Hours Total
~ Workday Start Time Time Worked Hours
10M6/2016 Sun
10172016 Mon
E-UbITIIt TIITIE.‘ 10/18/2016 Tue
TS Z0Te wved
5 Clle on ' Sheet 10/20/2016 Thu
: 10/21/2016 Fri 8h00m  Bh00m
Submit Time Sheet Mmoo ?
6. Review your time sheet and Time Sheet for TESTFIRST TESTLAST: 10/16/2016 - 10/22/2016
ensure all scheduled hours Period Summary Submi Time
are accounted for Type pay Note Hours =
HOLIDAY HRNHR (REGULAR HOURLY) HOLIDAY 8h 00m [ Frnt T
Total Hours:  8h 00m | Back |
Hours Paid: ~ 8h 00m
Submit Time
. Sheet
7. CI|C|( on-— — ‘I'O Daily Totals
submit the time sheet for Status Note Hours
Friday 10/21/16
Clppl’OVO| NJA TOF HOLIDAY 8h 00m
10/21/16 TotalHours: 8h 00m Hours Paid: 8h 00m

[ Adjustments

No A For This Ti

10



6. CREATING AN ABSENCE IN SKYWARD FINANCE

HOME ABOUT US SCHOOLS DEPARTMENTS ENROLL COMMUNITY ED

COMMUNITY FAMILIES & STUDENTS STAFF LINKS

Communications 2022-23 school Calendar Rapididentity Portal <::

Employment Bully Prevention (PBIS) SOCIAL MEDIA

ESSER lll Spending Plan Device Information

Facility Rental IT Status Information o o @ @ ° Q

Peachjar eflyers Menus

Volunteer Services RevTrac
Skyward Family Access
Weather Announcement

What's Cool at School

Go to the District 742 home page, www.isd742.org — click on Quick Links — click on Rapidldentity Portal and log in

My Applications
=B
ALEKS ConnectEd EduClimber Google
[ ALes abcisms]aatl Googe  Workspace
f
: : Lo ; :
iXL - Lexia Office 365 Professional
e 3
I % i Qutlook Learning (Test)
==
n
3 i 3 H
4 Renaissance Schoology Seesaw Skyward
3 Learning/STAR @ i s/i’ Finance SSO
2 Seesaw ik
z achoouar "
| 2]

If Skyward Finance is not bookmarked to your Dashboard, go to Applications then click on Skyward Finance

‘ 28 Dashboard v

g Dashboard

{J Requests


http://www.isd742.org/

2 Saint Cloud, MN
SKYWARD

- Employee | Time TrLIE| ..... click on Time Off
Infﬂrmatiﬂn‘ Off | Time |

4l » & Employee Access

‘ Jump to Other Dashboards \

*Calendar

Skyward User

Reset Dashboards Select Widgets

P Saint Cloud, MN
SKYWARD

- Employee EIUGE True |
Information [EEeligM Time |

My Stat ©
My Requests

]

.....click on My Request

Skyward User

Reset Dashboards Select Widgets

.....Click on Add
(found on the upper right side of the screen)

© [ @ iyFavorites” {)New Window = My Pwe\

Y i 8 & [ Ad

12



Add

I Remaining Time Off

Future Future Future
Time Off Code Remaining Approved Waiting Available Remaining Waiting Available
*ACCUM LEAVE HOURS S0h DDm Soh 0Dm
‘ OTHER oh 0Om oh 0Om
RESTRICTED UMPAID TIME-OFF Oh O0m Dh 0Dm
| *Totals cakulated up to Start Date (09/28/2015)
| Time Off Request e BN,

. Bock

* Time Off Code:{ ACCUM LEAVE HOURS - Hours —
* Reason:| DISCRETIONARY LEAVE ¥ Detzil..
Description: [DISCRETIONARY LEAVE

"|I fours per Day: 6h 15m

axdmum characters: 200, Remaining characters: 200
Type: ® Single Day
Date Range
Start Date: [09/28/2015 || Monday
Hours: D_|h0L|rs B ¥ minutes
Start Time:[07:30  |[AM
Sub Needed

Select additional employees 1o notify when this request is submitted and approvedidenied
Select Employes(s):|

CREATE YOUR TIME OFF REQUEST

Select Time Off Code

Select Reason

Add a comment in the Description box

Select Type (Single Day OR Date Range)

Enter the Start Date of your absence (enter End Date for multi-day absence)

Enter the length of Single Day absence in Hours and minutes

Enter the Start Time of your absence

Check the Sub Needed box ONLY if you need a sub (classroom teachers and special ed paras)
Click on Save when finished with your absence

Clicking the Sub Needed box directs you to Absence Management (formerly Aesop) after you click on
Save — when directed to Absence Management, enter the login/password you created

13



Absences

Create Absence 0 Scheduled Absences

Closed Day In-service day

0 Past Absences

0 Denied Absences

Please select a date

September 2022 [+ ] i .
Substitute Required

SUN MON TUE WED THU FRI SAT
Absence Reason

14 15 16 17 Time

19 20 N1 22 23

sl e sl G Notes to Administrator

Helpful Hint:

Yes

[ Select One v|

0715 AM | to | 02:45 PM

Notes to Substitute

Cancel «" Create Absence & Assign Sub «" Create Absence

MNeed more options? Advanced Mode

FILE ATTACHMENTS

| Choose File | No file chosen

Shared Attachments

CREATING AN ABSENCE IN ABSENCE MANAGEMENT (formerly AESOP)
Request for Substitutes are applicable to Classroom Teachers,
Special Education Paraeducators and Special Education BSS positions

Click on the Create Absence tab
Select a date from the calendar

Select Absence Reason
Enter the time of your absence

Click on waresyyysessy Wwhen you

Select Substitute Required “yes” or “no”

Notes to Substitute are helpful to the Sub
Notes to Administrator are required if using an absence reason of School Business

are finished

14



7. ADDING TRUE TIME WIDGET TO “HOME" SCREEN IN SKYWARD FINANCE

1. Login to Skyward Finance

2. Click on Select Widgets

3. Check the box for True
Time Current Status (and

Time | True
Off ﬂme‘

Employee
Information

4l & Employee Access

Jump tu Other Dashboards

*Calendar

Skyward User

Reset Dashboards

Select Widgets

any other widgets you
would like to add) =—___ |

Dashboard Maintenance @ a5 2
Skyward User Employee
.I Save |
Everyone's Widgets —_—
Ty g | Add
# Calendar Events [CIrss Feeds Dashboard
[Eweb Favorites Rename
Selected
. Dashboard
Employee Widgets T
Delete
* District News * Favorites Selected
ue * My Time Off Status ACectbcorl)
[C] Hotifications #* Recent Programs Reset
[T Task History [E1 Task Manager DS;:':;;E;“
=] Task Processes * True Time Current Status
Uncheck
All tems.

4. Click |22

5. Once saved, the widget will appear on your Home screen in Skyward Finance

6. Next to Status, select the drop-down menu to clock in

l This is what the widget looks like l

True Time Current Status

7. Clicking on the heading
provides a short-cut to the Qu

True Time Current Status

—» Status: In | ~

Start Time:|11:30 am

| Back |

ick Entry screen

foratom—fm————————————

111712016 Total:

Scheduled Hours:|8h 00m

Weekly Total:| 15h 59m

15



8. HOW 1O VIEW YOUR TRUE TIME SCHEDULE

1. Login to Skyward Finance

G a https://sis.isd742.org/scripts/wsisa.dll/W5ervice=wsFin/semhom01.w

2. Click on My Setup Saint Cloud, MN

SKYWARD
Employee | Time SEIE
Information | Off EEGE

@ Employee Access - 05.16.10.00.04 - Mozilla Fi_

¥ True Time

~ My Time Sheet

Quick Entry
My History

My Setup
Data Mining

o o f o o i

Reports

Unsubmitted
History

Time BNV
Wi Time

Employee
Information

Home

< My True Time Setup W
3' The SChedUle WI” Oppecr Do not automatically open the True Time Quick Entry screen when logging into the Web. @

) .
Weekly Schedule CUni];l;Lneg. 11/17/2016 ||| Thursday <Prev Week Next Week>

TESTFIRST TESTLAST's Daily Schedule

Week Day BE;TR Work Start Work End Lunch Start Lunch End Detail Hours
Sunday 12:00 AM 12:00 AM 12:00 AM 12:00 AM 00:00
Monday 7:30 AM 4:00 PM 12:00 PM 12:30 PM 08:00
Tuesday 7:30 AM 4:00 PM 12:00 PM 12:30 PM 08:00
Wednesday 7:30 AM 4:00 PM 12:00 PM 12:30 PM 08:00
Thursday 730 AM 4:00 PM 12:00 PM 12:30 PM 08:00
Friday 730 AM 4:00 PM 12:00 PM 12:30 PM 08:00
Saturday 12:00 AM 12:00 AM 12:00 AM 12:00 AM 00:00

Total Hours: 40:00

o |

If your schedule is incorrect, please contact your immediate supervisor
and/or building secretary to have it adjusted.

16



9. HOW 1O VIEW THE STATUS OF A SUBMITTED TIME SHEET

TO VIEW THE STATUS OF A TIME SHEET THAT YOU HAVE ALREADY SUBMITTED AND ARE AWAITING APPROVAL OR THAT HAS BEEN
APPROVED

IMPORTANT: A STATUS OF “WAITING FOR PAYROLL” MEANS YOUR TIME SHEET HAS BEEN FULLY APPROVED AND IS AWAITING

PAYROLL PROCESSING.
@ Employee Accass - 05.16.10.00.04 - Mozilla Fi_

Ga https://sis.isdf42.org/scripts/wsisa.dll/W5ervice=wsFin/semhom01.w

Saint Cloud, MN

1. Login to Skyward Finance

SKYWARD”
True Employee | Time SN
‘ i J i Time
e
2. Clickon 1| = True Time ~ My Time Sheet
3. Click on 519 ynder My Time Sheets Quick Entry @] Unsubmitted
w13-‘ Hi tory :{om! HiStDI’}‘
My Setup L
Data Mining T
Reports L
Employee | Time SV
Flelus Information | Off BHLE
4~ My Time Sheet History i
Views: Time Sheet Informaticn -« Filters: *3S
4. Click the arrow left of the Week Start date o
Week Start VWeek End Total Hrs Clor
5 Click Equn d All B o7/03/2016 07/09/2016 40h 00m
Expand Al Collapse Al Modify Details {displayir
6. The current status of the time sheet will show under Time
Sheet Information w Time Sheet Information
Week Start: 0TM03/2016
Week End: 07/09/2016
Total Hours: 400 00m
Hours Paid: 40h 00m
Overtime: &h 30m
Paid Hours Off:
Guar g Hours:
Status: Waiting for approval from [
Note:
Employee | Time RN
rlins Information | Of BEINE

<4l /- My Time Sheet History %
7. Scroll down to Time Sheet

History to see the detailed

Views: Time Sheet Information «» Filters: *Skyward Default «

Comp Time

his-l-ory Of SmeiSSion Ond Week Start « ‘ Week End Total Hrs Clock Hours Hrs Paid Overtime:| PdHrs Off‘ Guar Hour
processing of -I-he SeleCTed Day Total Hours Para Inst Hrly Guaranteed Hours Hours Paid flme

07/04/2016 Mon Sh 30m Sh 30m Sh 30m
sheet 07/05/2016 Tue 11h 30m 11h 30m 11h 30m

07/06/2016 Wed 11h 30m 11h 30m 11h 30m

07/07/2016 Thu 4h 00m 4h 00m 4h 00m

07/08/2016 Fri 3h 30m 3h 30m 3h 30m

Total 40h 00m 40h 00m 40h 00m

Overtime &h 30m

w Time Sheet History
APPROVER NAME .

Status mame Date Time Hote

Waiting for Approval FROST, DANIEL GECRGE

Submitted TESTLAST, TESTFIRST MI 071142016 3:18 PM

17



10. INSTRUCTIONS FOR FILLING OUT A PAPER TIME CARD

INSTRUCTIONS FOR FILLING OUT PAPER TIME CARD: — —
1. Name Key: First 5 letters of last name, first 3 of first name and 000 @ SMITRIOHoGD _ . H”_M Jafin Smith _
B0

(e.g. LOSD LINGOD or SAITHIOHOOO]

2. Mame: First name, middle initial, last name as shown on your social mﬂ:h%-jhmmm_.___.iq RATE:
security card B0 000 XK 000 KX ECTID mun:e

i -
3. Account Code: From NPA or secretary at your building, your wages IR PERIDD ENCI 7/15/2013 wWETE | SEE CHIATATBRITOU
. . FLIED R
are charged against this fund TOTAL .
[GETE |_1W_ F__]_ o0 | rws | am HRECIFY ThEE |

4. Rate of Pay: Hourly rate from NFEA or Human Resources office @ _”...U 15| T [z |z | 4 R
5. Pay Period Ending Date: Indicate the last date of the pay period 2 [17] N (5.}

(reference “Payroll Dates & Deodlines” information shest found |3 |18] Fﬂn\__ e

undsr ‘Staffnet” = District Forms £ Info” 2 Human Resowrces” = 4 (18] "

‘Payroll Aeloted Forms’) B |20
6. Date: Circle the date worked & follow columin of dates (1-15). Tum 6 |21

in the time card when that column is full. Start a new time card for T |22

thi next colurmn of dates (16-31). Twrn in time card when column is B 23

full. B 24
7. InjOut-In/Out: Start time/end time. Use both sets of in/out if 10| 26

employes checks out for lunch and back in after lunch |26
8. Total Hours/Minutes for Day Worked: Use conversion chart at the 12| ar

bottom of the time card (2.g. & hours 15 minutes should be 13 28

recorded as §.25). Time actually worked will be totaled and paid. | 20

Subestitute teaching units should be submitted as: L MH — |

1.0 =full day, .5 =¥ day RECAULAA CYERTIVE B SHIFT CEHFT

) ) T HDURS  |UN | WOURS  [OM | MDURS |OM | ROURS | O

8, Total Howrs for Pay Period: Add all hiowrs for pay pericd and .

indicate regular/overtime hours in appropriate box. |® _ _— _

# CEATIFY FHAT THE ABRDVE BT DOW AF TRGT AMD GORRETT
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GENERAL TRUE TIME AND TIME OFF FAQ'’S

Q. How do | know if my time sheet has been denied?

You will receive an e-mail at your District e-mail address. Make sure to check your e-mail often.

Q. What do | do if | received an e-mail that my time sheet has been denied?

Read the instructions in the e-mail fo defermine what needs to be adjusted in order for your time sheet to
be approved. Refer to the instructions in procedure 5 to correct your time sheet and resulbbmit for approval.

Q. What do | do if | need to take a sick, discretionary or vacation day?

Time off must be requested through the Skyward Finance system. See the Time-Off Manual for instructions to
make an electronic request. Once the time-off fransaction is approved, you will receive an e-mail and the
time-off record will automatically populate the hours into your tfime sheet. If, on your time sheet, a record
shows as "“*TOF" this means time-off is still awaiting approval and the time sheet cannot yet be submitted.

Q. What if | request time-off and it needs to be changed afterward?

If the day has already passed and the request has been approved by at least one approver, you will need
fo submit a request in writing (a signed & dated hand written note or e-mail) to your Building Secretary and
Supervisor requesting the time-off record be changed.

If the day has already passed and the request has not been approved by at least one approver, you may
simply edit the request. See Time-Off Manual for instructions on how to do this.

If the date has not yet passed and no one has approved the request yet, you may simply edit the request.
See Time-Off Manual for instructions on how to do this.

If the date has not yet passed and the request has been approved by at least one approver, you may
delete the request and submit a new request — you must notify your Building Secretary if doing so.

Q. What if my schedule (start and/or end time) is wrong in True Time?

Please notify your immediate Supervisor and/or Building Secretary.

Q. If I will be “flexing” my time during a work week (i.e. working an hour extra on Monday in order to leave one hour
early on Tuesday), will the system allow me to do this?

Yes. As long as you have the adjusted schedule pre-approved by your Supervisor, this is okay. In True Time,
you will clock in and out according to the actual times you are working. Make sure to add a note before
submitting the fime sheeft stating who approved the change. (i.e. Monday will show you worked 7 hours
and Tuesday will show you worked 9 hours.) Flexing your workweek schedule without
Supervisor/Administrator approval may result in disciplinary action.

Q. Do | have to clock out for lunch?

In most cases, no. If you regularly take a lunch break (either 30 or 60 minutes) this will automatically be
deducted for you.

Q. What if | had to work through my lunch, but it was automatically deducted?

On the Quick Entry screen, highlight and delete both the second “IN” line and "LUNCH" line. You will be left
with one line showing your Start Time and the fime the system clocked you out for lunch. Click on ‘Edit the
Existing Times' and edit your End Time fo the appropriate time and click ‘Save’. Verify your hours worked for
the day are correct and you are done.
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GENERAL TRUE TIME AND TIME OFF FAQ’S CONTINUED

Q. What if my regular lunch is 60 minutes, but | only took 30 minutes (or vice versa)?
e Follow the instructions for editing your clock in and clock out times.
Q. How do | fix my time sheet if | forgot to clock in?

e This depends whether it was for the current day or previous day. If it was a previous day, follow the
instructions for ‘Adding a Missing Record’ (see procedure 4).

e If you forgot to clock in and realize it the same day, clock in as soon as you remember and are able. Then,
follow the instructions for 'Editing Existing Time' (see procedure 3). If you are frying to clock out and realize
you forgot to clock in, you will need to clock in and out in order to be able to edit your end time.

Q. How do I fix my time sheet if | forgot to clock out?

e The system will automatically punch you out at 11:59PM (with the exception of the Custodians). When you
return to work the next day, you will need to follow the instructions (see procedure 3) on how to modify your
clock-out time to the correct end time.

Q. How does the system round my clock in and clock out times?

e The system rounds in 7 minute increments to the nearest quarter hour. For example, if your scheduled start
time is 8:00AM and you clock in between 7:53AM - 8:07AM, it will round to 8:00AM clock-in time.

Q. If my start time is 7:30AM and | clock in at 7:15AM, will | be paid starting at 7:15AM?
e Yes. All hourly employees will be paid for all fime worked (rounded to the nearest quarter hour).
Q. Will I be disciplined if | start work early or work past my scheduled end time?

e The majority of School District non-licensed/hourly employees have an assigned schedule. Employees are
expected to clock in no more than 7 minutes before the start of their scheduled shift. However,
school/student needs may occasionally make it necessary for an employee to start early/stay late (e.g.
helping students off/on buses). When possible, an employee must receive Supervisor approval prior fo
working additional time. An employee who starts work early/stays late should clock in and out when they
start/end work so they are appropriately compensated. A note must also be added to the time sheet
explaining why the additional fime was worked.

Q. Who do | contact if | have questions about my time sheet(s)?

Special Ed Staff - Contact Nicole Breault at Nicole.Breault@isd742.org or 320.370.8081, your Special Ed
Supervisor, or David Cooney at David.Cooney@isd742.org or 320.370.8026

Non Special Ed Staff - Contact your immediate Supervisor, building Secretary or building Administrator for
assistance.
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TRUE TIME: BASICS

MAKE SURE to clock in at the start of your shift and clock out at the end of your

shift.

You may clock in and out on either the tfime clock or a computer.

Staff are expected to be clocked in and ready to begin work atf their scheduled start time. If you

clock in after your scheduled start time, you are considered late.

You are expected to work up to the end time of your scheduled shift, unless you have approved time-off
or there is an extenuating circumstance requiring you to stay longer. If this happens, make sure to notify
your administrator and note this on your fimesheet. Clocking out before the end of your scheduled shift
may result in disciplinary action, up to and including termination.

There is a 7-minute rounding rule for clocking in/out. For example, if you are scheduled to begin at
7:30AM, you may clock in as early as 7:23AM and your time will be rounded fo 7:30AM.

If you are clocking in/out within the 7-minute time frame and your time is not being rounded, nofify
your supervisor as your schedule may need to be adjusted in True Time.

Make sure all scheduled hours are accounted for and your time sheet is
accurate.
Do not submit your time sheet until all scheduled hours are accounted for.
If you miss work, you must put in a request for time-off in Skyward Finance. Once the time-off request is
approved, you will see the paid hours on your time sheet.
If you do not have any paid time-off available to account for your time-off, you must request
‘RESTRICTED UNPAID TIME-OFF' and include a note in the "Description” box to explain why you are
using unpaid fime for the absence.
If you have approved time-off that needs to be adjusted, e-mail your supervisor to request the
change. Make sure to note which date needs to be adjusted and how many hours & minutes the
transaction should be.
O You should not work extra fime unless your supervisor approves you to do so. If you do work extra time,
make sure to provide a brief note to explain why and who approved.

Submit your time sheet at the end of each work week (or the following

Monday) to make sure your payroll is not delayed.
Failure to submit a time sheet on time may result in a delay of your payroll check.

Check your e-mail daily
o If your time sheet is denied, you will receive an e-mail telling you what you need to do to correct the
time sheet. You must then fix and resubmit the time sheet.

Use the computer (not the time clock) to edit your time sheet.
Sign into Skyward Finance and click on ‘True Time'>'Quick Entry’>make sure you are on the correct
date you want to change>click ‘Edit the Existing Time' to change records that already exist.

* You can also click on ‘Add a Missing Record’ to add enftries to a previous day.

See your supervisor or building/program secretary for assistance, if needed.
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TRUE TIME: QUICK REFERENCE SHEET (COMPUTER)

To complete any of the following actions, you must first sign into the District’s Rapidldentity Portal.

Go to www.isd742.org > click on QUICK LINKS > click on and sign into Rapidldentity Portal > click on Skyward
Finance SSO
e If you do not see “Skyward Finance SSO”, click on Add Bookmark and click on the bottom left-hand
corner of the Skyward Finance SSO icon. You will only need to do this once, then it will be bookmarked
for future access.

To CLock IN
Go to True Time > Quick Entry > Click IN > Exit

To CLock OUT
Go to True Time > Quick Entry > Click Gone for the day > Exit

To SUBMIT YOUR TIME SHEET
Go to True Time > Quick Entry > Click View/Submit Time Sheets

Highlight the week to-be submitted > Click Submit Time Sheet. Look your time sheet over to make sure the ‘Hours
Paid’ are the same as your ‘scheduled’ hours, unless you have been approved for extra time. If you are waiting for
time-off to be approved (*TOF), don't submit your fime sheet, until your time-off has been approved. If you made
any manual changes or entries, be sure to add a note (in the Notes field) before submitting.

If you are ready to submit, click Submit Time Sheet. A window appears that you may type a ‘note’ into if
needed; then click Save. Your time sheet has now been submitted.

To MoDIFY CLockK IN/CLOoCK OUT TIMES (MUST USE A COMPUTER)
Note: You cannot ‘edit’ your start time, if you haven't clocked ‘IN’ for the day. Also, if it is a 2-hour late start day; clock ‘IN’
when you arrive to work. If you are told to ‘edit’ your time, do that later.

Go to True Time > Quick Entry. If the day you want to edit or add a note is not shown on the screen, click < Prev
Day until you are at the day to-be edited or enter the date.

On the day to-be changed, click on the row to-be changed so it is highlighted > Click Edit the Existing Times >
Type your changes; make sure the AM/PM is correct > Type an explanation in the Note field > Click Save

To delete rows on a particular day, highlight the bottom row first and click Delete > Click Save when done To
add a row, click Add a Missing Record. Be sure the status is accurate and include a note > Click Save

Note: Click SAVE after each edit or addition.

Example: Transactions for Friday, June 3, 2022

Status Start Time End Time Duration Note Pay Code
IN 8:00 AM 11:15 AM 3h15m HRPIN
LUNCH 11:15 AM 11:45 AM 30m HRPIN
IN 11:45 AM 2:30 PM 2h45m Forgot to clock out HRPIN

Example: If you forgot to clock-out on June 3, 2022, the system will automatically enter ‘midnight’ as your ‘End
Time' (unless you are in the Custodial unit). To fix this, edit your time. Change it to the time you left work for the
day; then add a note.
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