
EMPLOYEE ACCESS USER GUIDE 

1) Visit Cheney Public Schools homepage: www.cheneysd.org.
2) Click on the Skyward button in the upper right hand corner of the homepage.

3) Enter your Login. If you have never logged in or do not have/remember your
Login ID please click the Forgot Password link. An email will be sent to your 
district email account with your Login ID and a create/change password 
link. (If you continue to have difficulty logging in, contact the Technology 
Department, 509-559-4900.)

http://www.cheneysd.org/
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5) Click Employee Information to display a selection window.

6) Selecting Check History will display as shown below.

4) Below is a screenshot of the Employee Access dashboard.
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7) Choosing a particular check and clicking on Show Check on the right hand side of
the screen will display your paystub as shown below.

8) Selecting W2 Information will display as shown below.
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9) Selecting Time Off will display as shown below.

10) Selecting My Status will display as shown below.

11) Selecting Sick Leave (or desired leave category) will display as shown below.
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12) See your Calendar.

Click on Calendar then Calendar Options. 

Click on Display Selected Employee Management Calendar and Display Employee 

Choose the correct school year and calendar options. 
It will display as shown below. 

Management Calendar Details Below Calendar.
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13) Select Lane/Step History to see your step.

14) Select Assignments to see your hourly wage.  All of your contracts will show up.

Click on the  to bring up more information. 
Click on the  for Payroll Information. 
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15) View your degree by clicking on Professional Development.

It will display as shown below. 



1.  

2. Make sure to click on Employee Access after logging in

3. Click on Employee Information

4. Under Employee Information; Click on Personal Information

16) Instructions for Finding Your Staff In Touch ID #

1.  Log into your Skyward Employee Access 



5. From the long column on the left, click on Custom Forms and then Click on Name ID

6. Your Employee’s Name ID is your InTouch username
(and your key pad number for nutrition services)

7. Your password for InTouch is your last name with correct capitalization.

Please remember that you must log in to InTouch with your employee credentials to access your staff account. 
Staff accounts cannot be accessed using family access credentials.  

______________________________________________________________________________ 

Make a Payment Here: https://wa-cheney.intouchreceipting.com/signin 

 QR Code for Payments 

If you are having troubles logging into InTouch please reach out for assistance. 

Jennifer Cantrell 
jcantrell@cheneysd.org 
509-559-4595

https://wa-cheney.intouchreceipting.com/signin
mailto:jcantrell@cheneysd.org


17) Instructions on How Staff Members Can Make an Online Nutrition Services Payment 
Make a Payment Here: https://wa-cheney.intouchreceipting.com/signin 

Welcome to the InTouch Payment log in screen. If you have an account, please log in using your login 

credentials. 

As a staff member you MUST login into your staff InTouch account to make a payment to your staff food service 

account. You CANNOT see your food service account if you log in to your family account.  

1. Once logged in, you will see a screen like this. Click on your name.

Your username is your keypad ID sent 

to you by Nutrition Services.  

Your Password is your last name with 

the first initial capitalized.  

https://wa-cheney.intouchreceipting.com/signin


2. Here you can see your Nutrition Services balance. Please keep in mind that Skyward speaks with

InTouch overnight. Your balance might not show same day charges.

3. You can also make a payment from this screen. First enter the amount you want to pay and then click

“Buy”

4. The total next to the checkout will change, in the top right corner. Click on “Checkout”

5. This is your cart. You can make changes to your purchase here. Or you can Click “Checkout”



6. Enter your payment information

7. Click the box next to “I’m not a robot”

8. Click “Pay now”

Keep a copy of your receipt for your records, just in case there are any errors in the communication 

between Skyward and InTouch.  

If you do not have a Nutrition Services account, your money will not transfer from InTouch 
to Skyward properly.  Please make sure you have an account prior to making a payment. All 
new staff are notified via district email with their account information. Contact Nutrition 
Services at 509-559-4595 
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