. - /
TRUE TIME

ENTERING TIME OFF REQUESTS

CHANGING/DELETING TIME OFF REQUESTS




TIME APPROVAL PROCESS

% "Employee submits Time Off" Principal/Director reviews

tiﬁ'ln;ﬁ‘;iz tf :qn{:::jzzs;inunnal *Complete Aesop as and approves/denies time

*“Time off requests should be P eub scheduied 2s directed 77 fequests o8 sppropriae

added as instructed. *Submit as soon as possible *Complete before 3:00 PM
*Removes from available time on Friday of week affected
waiting approval

Principal/Director should Time sheet should be
approve all time submitted by submitted by the employee to
Wednesday afternoon (every the principal/director on
week). Monday following the previous
work week (by 3:00 PM).




/

ENTERING TIME OFF
REQUEST
EMPLOYEE ACCESS




7 :
SKYWARD

Wichita Fallz ISD
Live Fmance Databaze

Login (D

Password:

| Sign In

05.13.02.00.05-10.2

Login Area: | All Areas Lﬂ|




' Employee Access - 05.13.02.00.05-10.2 - Mozilla Firetox. Ilﬂ X =

a https ://finance. whisd.nat/scripts fwsisa.dllAWService=wsFin/semhom01.w

Wicluta Fallz: ISD
SKYWARD

a T | v Employee  Time | True FastTrack Expenze
b Information = Off | Time | Open Positions | Reimbursement

My Print Queue

District MNews

Instructions on how to request
time off

Mary Thomas  Account = Preferances

© B [ B Frask manager SiFavortes {lNew Window S50 My Print Gueve

-

Jump To Other Systems

Recent Programs
L

@ 2013 Skyward, Inc. All rights resamved,

Live Finance Database

windows XP / Firefox 16 .




& htips: /ffinance.wiisd.net/scripts fwsisa.dll AWService=wsFin/semhom0l.w

Wicluta Falls ISD
SKYWARD

= Employee True FastTrack Expense .
Infarmation Time | Open Positions = Reimbursement

~Time Off
My Status
My Requests




& htips:/finance whisd.net/scripts fwsisa.dil AW Service =wsFin/rtorgedit0D 1. w2 isPopup=true

Add

Remaining Time Off

Time Off Code

COMP TIME

COMP TIME PRIOR YEARS
DOCK HOURS

LOCAL LEAVE HRS

NO CHARGE HRS

STATE PERSONAL H

WACATION HOURS

WVACATION PRIOR YEAR HOURS

Time Off Request

Remaining Approved

16h 60m

Ok 00m

Ok 00
178h 07m
10k 00m
217h 55m
1M2h m
Ok 00m

* Time Off Code:| LOCAL LEAVE HRS - Hours

. Reasun:| SICE
Description: |Sick

Future Future Furture
Waiting Availabile Remaining Waiting Available
166 E0m
O Q0m
D O0m
17860 0Tm
=10k Oy
217h 55m
1120 Mm
0 Q1

| Howrs per Day: Sh 00m

Maccirnum charackers: 10, rEma ning characters: 200

Type: @ Single Day
Opate Fange

* Start Date: |03/18/2013

Start Time: [08:00 &M |

Select additional emp

Enter Time Off Request
Information

"es to notify when this request is submitted and approved/denied

Select Emplovee(s):

DO NOT CHANGE
START TIME!!

CLICK "SAVE" WHEN
FINISHED




W htps://Tinance. wiisd.net/scripts fwsisa. dil WService =wsFin/rtorqbrws001. w

Home

»
>
>
>
>
>
>
>
>
>
>
>
>
>
>
>
>
>

~ Employee
~ Information

 ~Time Off

Time
Off

; f Wichita Falls ISD
WARD

True

FastTrack

Expense

Time = Open Positions  Reimbursement

My Status |
My Requests

UL/ U0/ GULD WEQ
0z2/01/2013
01/21/2013
lz/21/2012
11/21/2012
11/20/2012
11/16/2012
11/098/2012
10/12/2012
1071172012
09/14/2012
09/10/2012
09/06/2012
09/06/2012
08/10/2012
08/10/2012
07/31/2012
07/30/2012

20 v | 18 records displayed

i

2h 00m Used
2h 00m Used
2h 00m Used
8h 00m Used
Oh 15m Used
1h 00m Used
Sh 00m Used
7h 00m Used
&h 00m Used
7h 00m Used
8h 00m Used
Oh 15m Used
1h 00m Used
Sh 00m Used
2h 00m Used
8h 00m Used
8h 00m Used

A YO | O T
Approvec Current
Approvec Current
Approvec Current
Approvec Current
Approvec Current
Approvec Current
Approvec Current
Approvec Current
Approvec Current
Approvec Current
Approvec Current
Approvec Current
Approvec Current
Approvec Current
Approvec Current
Approvec Current
Approvec Current

L e T S L S T

COMP TIME

NO CHARGE HRS
COMP TIME

NO CHARGE HRS
COMP TIME

COMP TIME

COMP TIME

STATE PERSONAL H
STATE PERSONAL H
VACATION HOURS
STATE PERSONAL H
STATE PERSONAL H
COMP TIME

COMP TIME

STATE PERSONAL H
VACATION HOURS
VACATION HOURS

PERSONAL BUSINESS

EARLY RELEASE/LATE ARRI

PERSONAL BUSINESS
OPT OUT

PERSONAL BUSINESS
PERSONAL BUSINESS
PERSONAL BUSINESS
ILLNESS - PERSONAL
ILLNESS - PERSONAL
VACATION

ILLNESS - PERSONAL
PERSONAL BUSINESS
PERSONAL BUSINESS
PERSONAL BUSINESS
PERSONAL BUSINESS
VACATION
VACATION

Mary Thomas

Return to "Time Off" and select "My Status"

PERSONAL BUSINESS

EARLY RELEASE/LATE ARRIY

PERSONAL BUSINESS
OPT OUT

PERSONAL BUSINESS
PERSONAL BUSINESS
PERSONAL BUSINESS
sick

ILLNESS - PERSONAL
VACATION

ILLNESS - PERSONAL
PERSONAL BUSINESS
PERSONAL BUSINESS
PERSONAL BUSINESS
PERSONAL BUSINESS
vacation

VACATION

Account | Preferences

Exit

?




"8 htps://finance. whtsd.net/scr ipts/wsisa. Il Woervice =wsF n/rtorcbrws0oLw

f Wichita Falls ISD Mary Thomas  Account | Preferences | Ext | [ ?
CKYWARD

Home | Er‘npln'_-.f_ea True FastTra_c_k _Expense

Information Time = Open Positions = Reimbursement

4l My Time Off Requests W © © [ W FitaskMenager T Favorites LNew Window BSRMy Print Queu

WiEews: Filters: | *Skyward Defaulc w T | &= @L

Date w Time Amount | Type | Status Year Time Off Coce Reazon De=cription |

0371972015 Tue | @:00am| ehoom|Used  [Watng [cument |LocaL LEAVE RS el e ]

This is the area that shows where the time off request was added and waiting for
approval.

20 w | 19 records displayed
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CHANGING OR

' "ums RE@@@@% -

EIVIRPLEOYEE AC




SKYWARD

Wicluta Fallz ISD
Live Fmance Databaze

Login D

Passwiord:

| Sign In

05.13.02.00.05-10.2

Login Area: | A11 Areas Lﬂ|




Employee Access - U3.13.U4.00.U3-1U.2 - Mozilla
& https://finance.whisd.net/scripts fwsisa.dllAWService=wsFin/semhomDl, w

f Wichita Falls ISD o
SKYWARD ’

Employee Time Triue astlrac HpeEnse

BULR Y | |nformation | OF | Time Open Pasitions | Reimbursement

4 EEEmployee Access

f
My Favorites My Print Queue

District Mews

Mary Thomaz  Account Preferences | Exit

e v @ . zTashHanager ";:?Fﬂwr'rtes" {DNew"Mnan @Mr Print Ghueye

Jump To Other Systems

Recent Programs

—

@ 2013 Skyward, Inc. All rights resemnved. Live Finance Database Yindows XP / Firefox 16




| f Wichita Falls ISD
KYWARD
Nismaile Employee WIHEN True FastTrack Expense
Information PELEAY Time | Open Positions = Reimbursement
4l My Time Off Requests ¥
fiews: | General v | Fiters: | *Skyward Default v |

Date » » Tume» Amount | Type AStatus Year »Tme Off Code
03/19/2013 Tue l | I |

Highight the day you want to change or delete then click on "clone”. It will duplicate the original

absence information.

: v 19 records displayed

Mary Thomas  Account = Preferences

© 9 [Z@ WM Jrask manager W Favortes v TNew Window E8 My Print Que:
Yo 3 & | 4w

|Reason Description A \ ot
| Detete
Clone




; 8 htips://finance. wfisd.net/scripts fwsisa.dlAWSeryice =wsFin/r torgeditDD1, wZhClone =true&isPopup =true

Remaining Time Off

Time Off Code Remaining Approved Waiting Available
COMP TIME 16h 60m 16h 60m
COMP TIME PRIOR YEARS Oh 00m Oh 00m
DOCK HOURS Oh 00m Oh 00m
LOCAL LEAVE HRS 178h 07m 170h 07m
NO CHARGE HRS -10h 00m -10h 00m
STATE PERSONAL H 217h S5m 217h 55m
VACATION HOURS 112h 01m 112h 01m
VACATION PRIOR YEAR HOURS Oh 00m Oh 00m

Time Off Request

* Time Off Code:l LOCAL LEAVE HRS - Hours v }?.juv'; per Day: 8h 00m
* Reason: LSICK :
Description: [SICK M Verify that original Time Off request
information cloned. Confirm date is
Maximum characters: 200, Remaning characters: 198 the same as original absence. Enter
* Start Date: |Dadas negative hours (e.g. -1.00) to offset

) n L original submission.

Start Time: |08°

Select additional employees to notify when this request is submitted and approved/denied
Select Emplovee(s): |
| CLICK SAVE
WHEN
FINISHED

sterisk (*) denotes a required field




W HOpst Y finance. wiisd net/soripts fvsisa dilWService=wsFin, rorgorws00T.w

Wicluta Fallz ISD Mary Thomas  Accourt | Preferences | B
SKYWARD'

Employee BIUEN True FastTrack Expenss

ALl Information PGS Time | Open Positions = Reimbursement

‘ = J My Time Off REQUEﬁtﬁ "ﬁ' v [} - ﬂTﬂsk Ianager "L..I'Fﬂ-vnrites" T_lHewWindnw @M}-‘ Print Glueye
Wiewws: Filters:  *Skyward Default » |

Date Time Amount |Type | Stalus “ear Time Off Code Reason Description
b 03/19/2013 Tue 2:00 am | Sh00m Used | Approvec |Current |LOCAL LEAVE HRS SICK SICK
P 03/19/2013 Tue

Once the original request has been approved, you will be able to make changes by cloning the original
request with a negative hours (e.g. -1.00). This is what you will see when the process is complete. The
principal/supervisor will also need to approve the negative entry.

» | 20 records displayed




e

CLOCKING IN AND
REVIEWING/EDITING
TIME




Wichita Falls ISD

Employee  Time = True

- FastTrack Expense
" Information | OfF | Time = Open Positions = Reimbursement ||

lo favorites available.

After signing in, you may
see this page. Click on
"True Time" to access
Quick Entry.

My Print Queue
Job

Mary Thomas  Account | Preferences | Exit |

?

@ - ] - Tazk Manager Faveoritez ™ New VWindow F=a My Print Queue
Wl

Status

12/20/2012 Check Information
11/20/2012 Check Information
10/25/2012 Check Information
09/25/2012 Check Information
12/20/2012 Check Information

Completed
Completed
Completed
Completed
Completed

il >

[

Jump To Other Systems

= Employee Access

B Financial Management
.1. Human Resources

+ Product Setup

£F F £ ©F

District News

No news to dEpiEy,

L Human Resources Home
WH

Employee Profile
WHIEPVEP

Organizational Charts
WHAEPAOC

& Employee Access Home

" Product Setup Home
PS

My Status

Unsubmitted

My Requests

Entry by Employees
WHATT\TAMEM

Configuration
WHITTVPSACF




Wichita Falls ISD Mary Thomas  Account | Preferences | Exit ?
SKYwaRD

R Employee  Time FastTrack Expensze
Infarmation | Off Open Positions  Reimbursement

4 True Time Quick Entry 7 © 1 E (o] & Task Manager . Favorites™ ] New Window . My Print Queue

Enter Future
Out of Office
Records

Totals Refresh

wiod 04,0313 TDtaI:|:| DO N OT

. Start Time:l:l . 5 - USE TH E
Current Time:|:| Lunch Tatal: E

will be =] A "TEMP OUT

used to S — OF OFFICE

- <Prev Day Current Day Next Day> View/Submit Time Sheets "BU-I_I-ON .
CIOCk In Transactions for Wednesday 04/03/2013 - Mary C Thomas &ddRZ::dei“g USE ONLY

Current Statu

This page

Status Start Time End Time Duration | Note

and out. "IN" AND
"GONE FOR
THE DAY"




Z z Vv'ichita FB.HS ISD Mary Thomas  Account Preferences Exit ?
S KYWARD

H Employee  Time FastTrack Expense
PME Y Information  Off Open Positions = Reimbursement
‘ H True Time Quick Entry 'ini' e @ ﬂ ] Task Manager 5.7 Favorites* ] New Window lﬁlmy Print Queus
E Fi
IF YOU FORGOT TO Current Status Totals Refresh
PU NCH AN D Current Status: IN Wed D4/03/13 Totalh [ 1]
Start Time:| 2:47 pM| Scheduled Hours: [ gh oom|
REALIZED IT DURING | o7 2o e o oo
THE DAY, GO AHEAD Duwation: | Weekly Total[ 16h 23m|
Scheduled Return:|:|
AND PUNCH AND USE

THE "EDIT THE
EXISTING TIMES"

<Prev Day Current Day Mext Dav= View/Submit Time Sheets

Transactions for Wednesday 04/03/2013 - Mary C Thomas Edlit the
BUTTON TO THE Status Start Time End Time Duration | Note E;:‘;ZQ
RIGHT. THIS WILL 2d aisin
ALLOW YOU TO Delete

ENTER YOUR
CORRECT START
TIME. CLOCK OUT AS
YOU NORMALLY
WOULD AT THE END
OF THE DAY.




; Wichita Falls ISD Mary Thomas  Account | Preferences | Exit ?
SKYWARD

H Employee  Time FastTrack Expense
ST Infarmation | Off Open Positions  Reimbursement
4 4~ True Time Quick Entry ¢ © B [ @ (2 Taskmanager 17 Faverites ] New Window £ My Print Queue
Enter Fut
AFTER CLOCKING | [ Of82R, Pl
THE EDIT BU-ITON’ Current Status Totals Refrach
Current Status: IN Wed D4/03/13 Totak [ ]
THIS IS THE AREA Start Tme:| 5147 pM| scheduled Hours:[ gh pom
YOU WILL ENTER Current Tme:[ 2:47 pM| Lunch Totak[ |
Durgtior:[ | weekly Total:
THE CORRECT Scheduled Retum:|:|
START TIME AND Note:

ADD NOTEAS TO
WHY A CHANGE
WAS MADE.

Transactions for Wednesday 04/03/2013 - Mary C Thomas Save

Start Time End Time Duration | Mote Cancel

02:47

REMEMBER
TO HIT THE
"SAVE"
BUTTON!




Wichita Falls ISD

KYWARD

Home

4

Employee | Time FastTrack
Infarmation = Off Open Positions

True Time Quick Entry 7

Expense
Reimburserment

THIS WILL
SHOW YOU
HOW TO ADD
PUNCHES
FOR THE

Mary Themas  Account Preferences Exit i

@ = E ﬂ ZiTask Manager ijFa'.fcrites' {f_| New Window lﬁl My Print Queue
Enter Future
Out of Office
Records
Current Status Totals Refresh
Current Status: Wiad D‘”DBI].B TDtaI:l:l
Start Trnes| ] Scheduled Hours: gh 00m
Current Time:|:| Lunch TDtaI:|:|
Duration:| ] weekly Total[ " 16h 23m
Scheduled Return:l:|
Mote:
<Prev Day Current Day Mext Day= View/Submit Time Sheets
Transactions for Wednesday 04/03/2013 - Mary C Thomas Add & Missing
Recaord

Status Start Time

End Time Duration | Note

ENTIRE DAY
IF YOU
FAILED TO
CLOCK IN.




Wichita Falls ISD Mary Thomas  Account | Preferences | Exit ?
SKTwanp

Home = Employea  Tirme FastTrack Expense
Infarrmation | Off Open Positions | Reimburserment

<4~ True Time Quick Entry iy © 5 [E @8 ZTaskManager 1y Favortes™ ] New Window #p My Print Queue

Enter Future
ENTER YOUR START TIME CRetors
FOR THE MORNING, YOUR frer status Totals Refest
! urrent Status: ed 04/03/13 Total:
END TIME WILL BE YOUR | ““Siiie e
PUNCH FOR LUNCH. Current Time:[ | Lunch Total[ ]
Duration: Weekly Total: m
AFTER LUNCH ENTER o e — ,
YOUR START TIME FOR Note:
THE AF[ERNOON AND oy Day Current Day Next Day>  View/Submit Time Sheets
YOUR END -I-.[ME WHEN sactions for Wednesday 04/03/2013 - Mary C Thomas &l & Mizsing
YOU LEAVE AT THE END Start Time End Time Duration | Note Record
OF THE DAY.
REMEMBER
TO MAKE A
NOTE AS TO
WHY YOU
_ _& | FALED TO
 Add True Ti e Entry - 05.13.02.00.08-10.2 - Windows Interre .. -, 5/X] |l RGO § 1
Add True Time E G - OUT FOR THE
Add True Time Entry Check D'AY.

spelling

Date: Wednesday 04/03,/2013 Mote:

Start Time: m
End Tirme: 2 53
Status: |II-I

MAKE SURE YOU CHANGE THE AM/PM BUTTON
FOR APPROPRIATE TIME. CLICK "SAVE"

Done ‘3 Local intranet H100% -




7~ True Time Quick Entry - 05.13.02.00.08-10.2 - Windows Internet Explorer provided by WFISD

SKYWARD

Employee  Time | IR
Al A4 Information ~ Off
4| True Time Quick Entry i

Wichita Falls ISD

FastTrack
Open Positions

THIS IS AN
EXAMPLE OF HOW
THE TIME CARD
SHOULD LOOK
AFTER MANUALLY
ENTERING IN/
OUT TIMES.

Expense
Reimbursernent

*OL%

@ -] - Tazk Manager Favoritez * New Window £=1 My Print Queue
Wl

Enter Futurs
Out of Office
Records

Current Status

Current Status:

Start Time:|:|
Current Time:l:'
Duratiun:l:|
Scheduled Return:|:|

Mote:

Totals

wied 04/03/13 Tota| gh 23m|
Scheduled Hows: [ gh oom|
Lunch Tatah[ ]

weeldy Totak| 22k 46m|

<Prev Day Current Day Next Dav> View/Submit Time Sheets

Transactions for Wednesday 04/03/2013 - Mary C Thomas

1:00 EM

£ I}

3:00 BM

Status Start Time End Time Duration | Mote
IN 7:37 MM 12:00 BM 4h 23m COMPUTER DCWN LUE T
12:00 BM 1:00 BM 1h 00m| Add Reccrd

2h 00m|CLOCK DOWN LDUE TO

>

Refresh

Edit the
Existing
Times

A & Missing

Record

Delete

Mary Thomas

Account

Preferences

B ETES

Exit

?



Wichita Falls ISD Mary Thomas  Account | Preferences | Exit

SKYWARD
H Employee  Time | IR FastTrack Expense

ST Infarmation | Off [ COpen Positions | Reimbursement

" H True Time Quick Entry w e (G ] Task Manager .7 Favorites™ ] New ‘."Jintluwlﬁlrdy Print Queue

Totals Refresh

THIS EXAMPLE WILL e
SHOW YOU HOW TO scheclied Hours:|— gh oom)|
ADJUST YOUR TIME tunchTetah[ ]
WHEN YOU WORK HestrToR_z2h t6m
THROUGH YOUR

LUNCH BREAK.

<Prev Day Tue 04/02/2013 Next Day> Current Day View/Submit Time Sheets

Transactions for Tuesday 04/02/2013 - Mary C Thomas Ediit the
Exizting
Status Start Time End Time Duration | Note Times

HIGHLIGHT THE
ENTRY YOU WANT
TO ADJUST. CLICK
"EDIT THE EXISTING
TIMES".

IN 7:19 EM 12:00 BM 4h 41m

Acddd 3 Missing
Recard

Delete

12:00 EM 1:00 EM 1h 00

1:00 BM

£ Il >




; Wichita Falls ISD Mary Thomas  Account | Preferences | Exit ?
SKYWARD'

rome (v | Ertores oo NN Feelieck | perse
<4~ True Time Quick Entry ¥ © 8 [ B 2iTaskManager L7 Faverites™ {1 New Window B My Print Queue
Totals Refresh
IF YOU WORK e e
THROUGH LUNCH, Lch Tota |
YOUR "IN" TIME ON eSOt 22h d6m|
THE HIGHLIGHTED
RECORD WILL BE THE
SAME AS YOUR "END WNS - Mary C Thomas Save
TIME" ON THE RECORD Statur Time End Time Duration | Note Cancel
ABOVE. ADD A NOTE - lSZ;;i ”2: 12;00 . :;ﬁ ll\ RKED THROUGH LUNCH
AS TO WHY YOU
WORKED THROUGH
YOUR LUNCH BREAK.
REMEMBER TO "SAVE"
AFTER YOU MADE THE
CHANGE! . .




/~ Employee Access - 05.13.02.00.08-10.2 - Windows Internet Explorer provided by WFISD

Wichita Falls ISD

| SKYWARD
T— Ermployee  Time FastTrack Expense
AT nformation | OF Open Positions = Reimbursement ||
« True Time - My Time Sheets

Cick Entry L Unsubritted L

" ity History LN History L
My Setup
Data hining
Reports

'i:? Favorites ¥ ‘T__| Mew Window lﬁl My Print Queue |

To Other Systems

mployee Access
nancial Management

iman Resources

TO SUBMIT YOUR
TIME CARDS, CLICK
"TRUE TIME". "MY
TIME SHEETS" WILL
OPEN AND CLICK
"UNSUBMITTED".

TI7 U Z0 L oI IO TTTOCroTT

10/25/2012 Check Information
09/25/2012 Check Information

o TET
Completed
Completed

District News

No news to display.

r? F £F

7 oduct Setup

Recent Programs

B& Employee Access Home
Quick Entry

"~ Product Setup Home
PS

My Status
Unsubmitted
My Requests

Entry by Employees
WHA\TT\TA\EM

Configuration
WHYTT\PS\CF

@ 2013 Skyward, Inc. All rights reserved.

Live Finance Database

Windows XP / Internet Explorer 7



Wichita Falls ISD

e Emplayee  Time FRELE FastTrack Expense
Infarmation  Off || Open Paositions  Reimbursement
<4l ~ My Unsubmitted Time Sheets ¢

Time Sheet Information for Mary Thomas

Week Start 4 Wiizek End Total Hrs | Status

b 0470172013 0440742013 22h 46m | Time Sheet Mot Subrnitted

THIS SHOWS THE WEEKS THAT HAVE NOT
BEEN SUBMITTED OR TIME SHEETS THAT

HAVE BEEN DENIED.

£
4 4 b W 1records displaved

Mary Thomas  Account | Preferences | Exit ?

'@ - - ﬂTaskf&anagerﬂFﬂvur'ﬂes' s7|=_"|Nraw‘a"nfintlu:lw IEIMyPrintClueue

2 @

| &

Filter
Options

Wiewy Time
Sheet

Submit Time
Shieet

R A A A R A A A R A R A AR R A AN A A A A A AR A A A AT SR AR A A A A A A A A e A A A A A A A A A A A A A A S A AR A A A WA N )|



~ My Unsubmitted Time Sheets - 05.13.02.00.08-10.2 - Windows Internet Explorer provided by WFISD

Wichita Falls ISD
WARD

Home Employee  Time FIREE FastTrack Expense
Information ~ Off | s | Open Positions | Reimbursement |
<4l My Unsubmitted Time Sheets iy

Time Sheet Information for Mary Thomas

Wizek Star o Wik End Total Hrs | Status
P 0470172013 /2013 22h 46m | Time Sheet Mot Subrnitted

THIS IS ALSO WHERE YOU CAN VIEW
AND SUBMIT TIME SHEETS.

Mary Thomas  Account | Preferences | Exit ?

@ Y - &) Task Manager Favoritez New Window £=a My Print Queue
W

& Filter

Options

Wiewy Time
Sheet

Subimit Time
Sheet

| =

54
20 v 4 W1 records displayed

=
Nd | Aral intrarat ("W Ta =] : TS

- O]




Work

Comp Time Totals

Daily Totals

Adjustments

Workday

0202513

0252613

0202813

n=ad =

CLERK (CLERK)

Days or
Time Off Code Hours
COMP TIME Howrs
COMP TIME Howrs
Totals
Status
Monday 02/25/13
12:00 PM - 1:00PM LMCH
LOOPM - 4:32PM TN
Tuesday 02/26/13
7:50 AM - 12200 PM TN
12:00 PM - L:00PM LMNCH
LoopPM - Si17 PM N
wednesday 02,/27/13
7249 AM - 12:00 PM TN
12:00 PM - L1:00PM LMNCH
LooPM - 448 PM TN
Thursday 02/28/13
F36 AM - 1200 PM DN
Friday 03/01/13
Adjusted
Type Status Start Time End Time
hod IN T35 b 12:00 PM
Del LMCH 12:00 P 1:00 P
tod IN 12:00 PM 4:53 PM
[ 1l T OE kA 47207 BkA

Requested Comp Time Clock Hours:
Adjusted Hours Paid:
Adjusted Hours Paid = Qriginal Hours Paid - Requested Comp Time Cl

Clock Hours
Requested

ihoom * 1
2h 00m

MNote

Auto Create Lunch

wraiting on computer

Auto Create Lunch

Auto Create Lunch

03/01/13 Total Hours:

Pay Coide Start Time
CLERK 746 AM
CLERK

CLERK 1:00 Pt
1l FBW T b

40h S52m

Total Hours: . 40h 58m
Criginal Hours Paid: 41h 00m
2h 00m

00m

Comp Time
Factor

ihoom * 15

02/25/13

02/26/13

02/28/13

7h 18m

Original
End Time

T 46 A

4:53 PM

T4 npd

"l EFRW

Howirs

Time O
Allocated

1h 30m
1h 00m
2h 30m

Hours

1h 00m
3h 32m

Total Hours:  7h 57m

4h 10m
1h 00m
4h 17m
8h 27m

Total Hours:

Total Hours: 9h 17m
Hours Paid: 5h 18m
Pay Code Adjusted By
CLERK lary C Thomas
Mary C Thomas
CLERK Mary © Thomas

rA=ry 1T TS

Hote
weaiting
an
computer
Auta
Creste
Lunch
dicrit
take
unch

Back

WHAT TO LOOK FOR ON A
TIME SHEET:

*MAKE SURE YOU
ACCOUNT FOR 39 HOURS

YOUR TIME SHEET SHOULD
BE 39 HOURS AND THAT
WOULD SHOW ON "TOTAL
HOURS"

WHEN YOU MAKE MANUAL
ADJUSTMENTS TO YOUR
TIME SHEET, YOUR
PRINCIPAL WILL BE ABLE
TO SEE THIS BECAUSE OF
THE HIGHLIGHTED
PUNCHES ON YOUR TIME
SHEET. NOTES WILL ALSO
BE AT THE BOTTOM OF THE
TIME SHEET WHEN
ADJUSTMENTS ARE MADE.




Submit Time Sheet

Time Sheet for Mary Thomas: 04/01/20132 - 04/07/2013

Period Summary

Type Pay Note Hours
WORK CLERK (CLERK) 22h 46m
Total Hours:  22h 46m
Hours Paid:  22h 45m
Draily Totals
Status Note Hours
Monday 04/01/13
FAFAM - 1200 PM IN 4h 22m
12:00PM - L:00PM LNCH AUTO CREATE LUNCH 1h 00m
LOOPM- 440PM DN 3h 40m
04/01/13 Total Hours:  8h 03m
Tuesday 04/02/13
F10AM-12:00PM IN 4h 41m
LOOPM- 439PM IN 3h 39m
04/02/13 Total Hours:  8h 20m
Wednesday 04,/03/13
T37AM-12:00PM TN COMPUTEFR, DOWHN DUE TO WEATHER 4h 23m
1.00OPM- 2OOPM  IN CLOCK DO DUE TO WEATHER 2h 0om
04/03/13 Total Hours:  6h 23m
Adjustments
Adjusted Original
Workday  Type Status Start Time End Time Pay Code Start Time End Time Pay Codle Adjusted By
040213 Del LMZH 12:00 Pra 1:00 Pm CLERK Mary C Thomas
04/03M 3 Al I 37 AM 12:00 Phd CLERK Mary C Thomas
04/03M 3 Al I 1:00 Ph 3:00 PM CLERK Mary C Thomas
04031 3 Del I 247 PM CLERK Mary © Thomas
Employee: Date:
Approved By: Date:

Hote

Alto
Creste
Lunch

COMPUTER
CuChyt) DILIE
T
WEATHER

CLOCK
CuChyt) DILIE
T
WEATHER

Subirit Time
Sheet

Com Time
Information

Print
Back

IF YOU HAVE 39 HOURS,
CLICK "SUBMIT TIME
SHEET™.




Time Sheet Submission Information

Time Sheet Submission Infopmation

According to your schedule you should have at least 39h 00m on your time sheet, A rule on your timekeeping ruleset requires you to enter a reason when your time sheet is at least 15m less than your
scheduled time, Please select the reason why you are submitting a time sheet with only 220 45m,

Hitting the Back Button wil cancel the subrnission of this time sheet,

* Select reason why your time sheet is short howrs: | School Security -

Asterisk (*) denotes a required field

AFTER CLICKING "SUBMIT" AND YOU SEE THIS SCREEN, THIS MEANS
YOU HAVE NOT MET YOUR SCHEDULED HOURS. RETURN TO THE
TIME SHEET AND MAKE NECESSARY CORRECTIONS TO REACH 39
HOURS.

|

Save

Biack



" Time Sheet Submission Information - 05.13.02.00.08-10.2 - Windows Internet Explorer provided by WFISD

Time Sheet Submission Information

Time Sheet Submission Information

According to your schedule you should bhave at least 38h 00m an your time sheet, & rule on your timekesping ruleset requires you to enter a reason when your time sheet iz at leazt 15m less than your
schieduled time, Please select the reason why you are submitting a time sheet with only 22h 45m,

Hitting the Back Button will cancel the subrmission of this time sheet,

* Select reason why your time sheet is short bours: | School Security “

Asterisk (*) denotes a required field

YOU WILL ALSO RECEIVE A SIMILAR SCREEN IF YOU
ARE OVER YOUR SCHEDULED HOURS FOR THE WEEK.
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Wichita Falls ISD Mary Thomas ~ Account | Preferences | Exit |

Horme |+ Employee  Time | IR FastTrack Expense
| Information | Off |Gl | Open Positions | Reimbursement |

<4l ~ My Unsubmitted Time Sheets i CLICK THE "DOWN" ARROW TO SHOW

Time Sheet Information for Mary Thomgg

e -] - Tazk Manager Favorites ™ New Window £=a My Print Queue
]

THIS SCREEN.

2 @

Wigek Start o . = Total Hrs | Status
hd 3 h 46m | Ti it s brnitted

Expand Al Maodify Details (displaying S of 51 Wiew Printable Detailz

Caollapze &l

YOU CAN ALSO REVIEW

b Time Sheet Information

AND EDIT YOUR TIME

» Workweek Totals

Workday Start Time End Time Wgroltlfrzﬁ pard Hol.:)r; Ho:.ll:]sl.mo?‘; H-E:ltrasl Sdlel-(l!;lllll:g SH EEr FROM TH E SCREEN
T3 Ak 4:40 Ph Sh 03m gh 03m Sh 0om BY CLICKI NG ON TH E

Sh 20m gh 20m &h 00m

a7 oo ; g DATES. THIS WILL TAKE
YOU BACK TO A QUICK
ENTRY SCREEN.

040302013 Wed
04/04/2013 Thu
0405/2013 Fri
O406/20M3 Sat
040712013 Sun
Total 22h #6m

22h 46m 3%h 0dm

w Time Sheet Detail

| Time Sheet not submitted, detail not available.

+ Time Sheet History

| Time Sheet not submitted, history not available.

* Adjustments

Adjusted Original Date Time
Start Endl Pay z z Pay g . A

Workday Type Status Time Time Code Start Time Endl Time Code Adjusted Adjusted Adjusted By Hote
0402/201 3 DELETED LMCH 12:00 PM 100 Prd CLERK 04032013 303 Pr Thomss, Mary C Auta Creste Lunch

b b . COMPUTER D2t DUE
040302013 ADDED [I§] 737 AM 1200 P CLERK 040302015 258 P Thomess, Mary © O WEATHER
040372013 ADDED N 1:00 PM IO0PM  CLERK 04037201 3 FO0PM  Thomas MaryC  cOCHTOMNOUETO
040302013 DELETED [I§] 247 FM CLERK 040302015 251 P Thomess, Mary ©

il ] >

£
20 v M4 W1 records displayed Wieek Start:

Filter
Options

Wigwr Time
Sheet

Submit Time
Sheet

R A A R A A A A A R A AR R A AN A A A A A AR A A A TR SR A A A A A A A A A e A A A A A A A A A A A A A S A A AR S A A WA AR




fﬁ Wichita Falls ISD
SKYWARD
Employee | Time |00
blome |v| Information  Off

FastTrack

Expensze

Open Positions | Reirmburserment

THIS IS HOW THE SCREEN
APPEARS AFTER YOU
SELECT A PARTICULAR

<4~ My Unsubmitted Time Sheets i

Time Sheet Information for Mary Thomas

Wieek Start o Week End Total Hrs | Status

Expand Al
P Time Sheet nformation

Collapse &l

w Workweek Totals

Modify Details (displaying S of 31 view Printable Detail

Start Time
737 AM
719 AM
737 AM

End Time
4:40 PM
4:39 PM
300 PM

Workday
04401203 Mon
04022013 Tue
04032013 Wed
04042013 Thu
04052013 Fri
04062013 Sat
04072013 Sun
Total

DATE. YOU CAN MAKE
YOUR CHANGES IN THIS
AREA.

Totals

w Time Sheet Detail

Mon 04,0113 Tota
Scheduled Hou
Lunch Tof

Weekly To

1h 00m
: 22h 46m

| Time Sheet not submitted, detail not availabl

=Prev Day Mon 04/Q

w Time Sheet History

| Time Sheet not submitted, history not available.

{2013 Mext Day= Current Day

View/Submit Time Sheets

Mary Thomaz  Account Preferences | Ex'rt| ? |

9 - ] - || Task Manager Favoritezs New Window =1 My Print Queue
Wl

Filter
Options

a &

e Titme
Sheet

Submit Time
Sheet

Refresh

* Adjustments

Start
Workday Type Status Time
040020201 3 DELETED LMZH 12:00 Ph
04032013 ADDED 1] 737 AM
04032013 ADDED (] 1.00 PM
04032013 CELETED 1M 247 PM

<
20 v 4 ¢ W 1records displayed

Transactions for llonday 04/01/2013 - Mary C Thomas Edit the
Existing
Status Start Time End Time Duration | Note Times
LNCH 1:00 M 1h 00m Rutc Create Lunch Record
N 1:00 BM 4:40 BM 3h 40m Lelsis e
Close
ito Create Lunch
MPLITER: D DLE
WEATHER
0K, DO DUE TO
ATHER
< I >
| 3
=) m ]ll Start:
| & Local infranet | 0% v




Wichita Falls ISD Mary Thomas  Account | Preferences | Exit | | 2

SKYWARD
Home Employee  Time = True FastTrack Expenze
- . Information  Off  Time = Open Positions = Reimbursement '|
"H, ﬁEmponee 58 e E (o] iTaskManager T}Favnr'rtes' {ENEW WinduwlﬁlMy Print Queue

My Print Queue

Jump To Other Systems

No favorites available. Job Status A | i Employee Access LN
Print Screen - Employee Access - 05.13.02.00.08-10.2 Completed 3 @ Financial Management En
12/20/2012 Check Information Completed L Human Resources LN
11/20/2012 Check Information Completed b " Product Setup L
10/25/2012 Check Information Completed
09/25/2012 Check Information Completed “ Recent Programs
B& Employee Access Home
Unsubmitted
el Quick Entry
TO REVIEW YOUR TIME OFF REQUESTS AND # Product Setup Home
LEAVE BALANCES, CLICK "TIME OFF" AND -
CHOOSE FROM THE DROP-DOWN BOX. HySrae
My Requests
Entry by Employees
WHATTATANEM
Configuration
WHATTVPSACF
© 2013 Skyward, Inc. All rights reserved. Live Finance Database Windows XP | Internet Explorer 7
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Wichita Falls ISD _ Account | Preferences | Exit
SKYWARD

Home Employes FastTrack Expense
Infarmation Open Positions = Reimbursement

-‘ H My Time Off Status w e W ] Task Manager 5.7 Favorites™ 4] New Window lﬁlr.h.r Print Qlue
g Filters: | *Skyward Default | @ @
Titne Off Code 4 E';i::a\i;?:gr Allocated Uzed Remaining Approved Wiaiting Awailable Unpaict RemFaLitltﬂLiJnrz L;;Ttans Av';;‘;ﬂ: CurErﬁgr}n‘;ear

» COMP TIME PRIOR YE: Ok 00rm 0k 00rn

F DOCK HOURS Ok 00m Oh 00m

¥ LOCAL LEAVE HRS 181k OFmm 19k 00 162h 07m 162h 07m

P NO CHARGE HRS 10k 00rn -10h 00 -10h 00rn

B STATE PERSOMAL H 250h 15m 32h 20m 217k 55m 217h 55m

b WACATION HOURS 180k 40rm 62h 00m 118h 40m 112h 40m

P WACATION PRIOR YEA Oh 00m Oh 00rm

WHEN YOU SELECT "MY STATUS" FROM
THE DROP-DOWN BOX, YOU WILL SEE

YOUR LEAVE BALANCES.

I »

<
4 4 ¢ W Erecords displayed Time Off Cade: ABc
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