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Welcome to the Snohomish School District! We are pleased to share with you the details of the functionality that
will be accessible to you in Employee Access. Employee Access is an area within Skyward Qmlativ, our district’s new

Employee Access Basics 2
December 2025



data management software as of July 2025. Using Employee Access, you will have the ability to make changes to
some areas of your personal information housed in Skyward Qmlativ, in addition to view and print areas.

As a reminder, you can access Skyward Qmlativ on any district computer or through the Skyward Qmlativ
link available on our district website.

If you do not currently have or need a login for Skyward Qmlativ access and a password, please contact Shannon
Smythe at (360) 563-7244 or Sonya Lang at (360) 563-7240 to obtain one.

Sign into Skyward Qmlativ Web/Employee Access:

e You can find the link to Skyward Qmlativ on the Snohomish School District Home page by clicking the Skyward
Qmlativ link or through HellolD and selecting the Skyward Qmlativ link. You should be able to sign in using the
same username and password you had with the previous version of Employee Access.

e If you don’t know your login information, please try the ‘Forgot your Username or Password?’ option to get
directions for resetting your password sent to the email address on file.

= & & ® &

BUS ROUTES CRISIS RESOURCES DISTRICT HELLO ID MENUS NEW STUDENT ONLINE PAYMENTS SKYWARD QMLATIV
NEWSLETTERS ENROLLMENT

;;;;;;

Skyward/Qmlativ

SNOHOMISH
SCHOOL
DISTRICT

i

SNOHOMISH S D NO 201

O vouare no longer signed in.

Username

l |

FESSWO rd

Show

Forget your Username or Password?

Employee Access: If you have multiple user interfaces you will need to select from the list as shown below.
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& Administrative Access |

= Employee Access

B B

Employee Profile Assignments

e Employee Access is an application that has several functions. The purpose of this handout is to give you an
overview of the most used parts of Employee Access.
e Once you are in Employee Access, you will see a screen with tiles, such as My Profile, Check History, Time Off

Balances, etc.

o Profile 5 Employes Acomss
]
- —
2=
= N N | =
— e 3 1 - PHOME NUMBER
ADDRESS AND EMAIL
CHANGE FORM UPDATE
Employee Profile Assignenents Payroll Check Time OFf Balances Request Time OFf Calendar | W2W2-C Forms: dillows One Allows Oine Accounts Payable
Histary | Swbmission Submissian Check History
My Profile:
:

=] B

-

q\

N

31 ||

=

PHOME NUMBER

| ADDRESS AND EMAIL
| | | CHARGE FORM UFPMATE 1
Emplayee Profile Assignements Payroli Check Time OFf Balances | Request Time OFf Calendar W2W2-C Forms One Allorws Oine Accounts Payahle
| | | Histomry | | | Fubmission | Submission Chack History

and latest hire date.
e Under Assignment Details, you can view your Position, Assignment, Building, Start Date, End Date, Amount, and

Percent Employed for each assignment.

Assignments:

MOUSE, MICKEY

ASSIGNMENT DETAILS

EMPLOYEE DETAILS # Edit
Name Mickey Mouse

Address PO Box 123 Snohomish, WA 93220

Phone Number 425-349-6424

Phone Type Work

Phone 2 Number 252-112-3352
Phone 2 Type Cellular

Email Mickey Mouse@sno.wednet.edu
Email Type Wark

Employee Number 291466

Latest Hire Date 06/02/2025

() Changes Pending

2 Open Details 2 Open Details
Pasition CRT-TCH Position CRT-TCH
Assignmems Administrative Assistant Assiﬂnments CPT
Buildings VALLEY VIEW MIDDLE SCHOOL Buildings DISTRICT WIDE
Start Date /2025 tart Date 06/02/202
End Date 06/30/2025 End Date 06/30/2025
Amount 0.00 Amount 7,853.00
Percent Employed 6.54 Percent Employed 11.11

e Under Employee Profile, you can view your name, address, phone number, email address, employee number,
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BB | = N ‘ R | 5 |- |- s | | e | |

| oH \Ms F FORM LEPTHATE |
Allows Cine Accounts Payable |
| Submiszion | | Check History

Emplayee Profile Assignments Payroll Check Time OFf Balances i Request Time OFf Calendar W2W2-C Forms ACA 1095 Forms
Histos |
i I Y | |

e Inthe Assignments screen, you will see a list of your existing Assignments.

e Under the Assignment Details heading, click the icon to the left of an assignment detail if you wish to view
additional information for that assignment detail, such as the Start Date, End Date, and Hourly Pay. Information
on this screen cannot be modified.

e PLEASE NOTE YOU MAY NEED TO TOGGLE TO THE CORRECT FISCAL YEAR TO SEE THE INFORMATION YOU ARE
LOOKING FOR.

SNOHOMISH SD NO 201

KYWARD'| wsire 2024-2005

S [Blla | o e

Assignments

ASSIGNMENTS

Search Assignment Total Pay Ol | <@ View: District Default 'V Filter: Skyward Default 3 Quick Filter

o o] o & o o
Position Type Assignment Type Descriptions Building Description Base Supplement Assignment Total Stipend  Start Date  End
. Assignment Pay Total Pay Total Pay Amount
| © ] orec 09/02/2024 08/2
> dl 50 w/| Total Records ™
ASSIGNMENT DETAILS
MM/DDAYYYY Q| Q<@ View: District Default ?Filter: Skyward Default
T o o] o o] o o o] o o o] o o
Start Date  End Date Hours  Entered Assignment Active Hourly Daily Pay Lane Required Step Step Description
I R R PerDay  FTE Detail Total Pay Paid Days  Pay __ Code Credits . o
[} 09.-’02.!'2024 08}"29;'2025 8:00:00  1.00000
Employee Access Basics 5
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SNOHOMISH SD NO 201

2024-2025 v

ASSIGNMENT DET,

Assignments » Assignment Details

Position Type Cade Assignment Type Codes Building Codes Assignment Total Pay

OPEC
«
General
ASSIGNMENT
Schedule
Stipends Start Date  09/02/2024 Monday
Contract Letters End Date  08/29/2025 Friday

Base Assignment Pay
Supplement Total Pay  0.00
Assignment Total Pay

Total Stipend Amount  0.00

ASSIGNMENT DETAILS
MM/DEYYYYY Q <@ View: Skyward Default ?Filter: Skyward Default %% Quick Filter
T & o & o o o
Start Date  End Date Hours Assignment Hourly Daily Pay Lane Required Step Step Des

Per Dai Detail Total Paf Paf Code Credits

Payroll Check History/Print Statement:

= PHOME NUMBER s
ADDRESS AND EMAIL
CHANGE FORM UPDATE
Emplayee Profile Tima OFf Balances Request Time OFf Calendar W2IW2-C Forms ACA 1095 Forms il One Aillzrws Cine Accounts Payshle
Submission Submission Check History

¢ Click the icon to the left of the desired check to view details about pay, deduction, and benefit
transactions.

SNOHOMISH SD NO 201

SKYWAR € 2024-2025

* A PAYROLL CHECK HISTORY 1y

Payroll Check History

CHECKS
MM/DD/YYYY En| Q <@ View: Skyward Default 7 Filter: Met Checks % Quick Filter
N el o o] o] o o]
Check Date Check Pay Gross Net Check Payment Type Payroll Type
Number Amount
@ v 05/30/2025 ) ) A-ACH R - Reqular
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SNOHOMISH SD NO 201

Payroll Check History % Payroll Check Details

Check Number Check Date Payment Type Pay Gross Net Check Amount Social Security Gross Medicare Gross Federal Gross State Gross Unemployment Compensation ...
06/30/2025 A-ACH

<{_ PAY TRANSACTIONS

Check Summary Search Position Type Q <@ View: Skyward Default Y Filter: Skyward Default % Quick Filter
Timesheets T o o o o o o o o o
Position Type Assignment Type Codes Building Codes Check Stub Rate Factor Pay Gross  Times to Net Pay

Descriiinn Aiii

&  OPEC- OPEC

Printing Your Wage Statement:

o Click the W icon to the left of the desired check to print a check stub. v Select Wage Statement (Employee
Access). v Run Report v'Print or Download (You can choose full SSN, last 4 digits or Hide)

SNOHOMISH SD NO 201

SKYWAR ﬂ" WSIPC  2024-2005

Em PAYROLL CHECK HISTORY
Payroll Check History
CHECKS
MM/DD/YYYY Q) | ® View: Skyward Default " Filter: Net Checks %% Quick Filter
+ o & & o & &
Check Date  Check Pay Gross Met Check  Payment Type Payroll Type

Mumber Amount

Report Options

o [B Wage Statement (Employee Access)

i« A-ACH R - Regular
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Run Report
Enter Report Details

k‘:} Reset Prompts

® Cancel

Report Primary Module Owner Report Type Fiscal Year
Wage Statement (Employee Access) Payroll SKYWARD View/Print 2024-2025

PROMPT TEMPLATE

Prompt Template hd | H Save As New

PROMPTS

*S5N Print Forma Hide S5N hd

Entity Name Fiscal Year
SNOHOMISH SD NO 201 2024-2025

of 1 Cancel Report @& View Query H Save Until

Wage Statement
SNOHOMISH SD NO 201
Employer Employee # *
Snohomish School Dist. #201
1601 Ave D
Snohomish, WA 98290
Phone: 360-563-7300
\ SSN Tax Exemptions Period End Check Date Location Check Nbr Gross Pay Net Pay |
‘ i FED M- 063072025 063072025 |
Pay Rate  Factor Amount Hours Worked Calendar YTD Additional Information
PARALVLB 1,888.4400  1.0000 1888.44 78.0000 7,514.98 3.776.84/7 514.98 (Contract
Balance/Paid to Date)
PARALVLB 2537600  1.0000 253.76 0.0000 4,147.14 507.51/10,411.34 (Contract
Balance/Paid to Date)
PSE PROF DEVL 100.0000  1.0000 100.00 0.0000 100.00
FARALVLB 50.7400 1.0000 50.74 0.0000 738.26 101.48/1,808.86 (Contract
Balance/Paid to Date)
MEETING 27.8800 1.5000 41.82 1.5000 195.16
EXTRA 27.8800 0.5000 13.94 0.5000 13.94
LwoP 181.2200 -8.0000 -1,449.76 -52.0000 -2,097.41
Totals: 898.94 28.0000 10,612.07
Deduction Amount Calendar YTD PreTax Benefit Amount Calendar YTD Taxable
UMP Achieve1E/C 70.00 420.00 Y SEEE Benefits 1,178.00 7,068.00
SERS Flan 3 55.93 735.84 Y SERS Plan 3 83.08 1,104.85
FICA 51.39 631.91 FICA 51.39 63191
PSE DUES 1.75% 15.73 185.72 Medicare 12.02 147707
Medicare 12.02 147.77 Workers' Comp 10.60 14412
WALT Care Tax 52 61.55 PFML-PSE 53 62.72
PFML-PSE 2.96 349 Unemployment 00 0.78 8.57
Workers' Comp 247 33.65
Emp PdLTD 60% 1.93 26.79
Fed Inc Tax 0.00 0.00
Totals:  217.64 2,278.14 Totals: 1,342.08 9,167.94
Time Off Beginning Balance Added Used Current Unit
Personal Leave 0.00 0.00 0.00 0.00 Hours
Sick Leave 0.00 0.00 0.00 0.00 Hours
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Time Off Balances:

[Prnsca vz Wl tctronic 1055 W wotatie 1720, — vl 112025

BH B s || - e || EE

Emplayee Profile Assignements Payroll Check Time OFf Balances Request Time OFf Calendar WE/W2-C Forms ACA 1095 Forms Accounts Payahle
History Chack History

e Displayed here are Time Off Descriptions, Allocated hours, Used hours, Remaining hours, Available hours,
and Unpaid hours for the Time Off Codes assigned to you.

e The information displayed is on a one-month delay for employees using Frontline, so any time off taken
in the current month is not reflected.

e Under the Time Off Type Description heading, highlight the Time Off Type you wish to view details for.

¢ VInthis area, you see the time off types allocated to you, such as Vacation or Sick Time, along
with the amount used in the Current Year and the Current Year Ending Balance.

¢V Under the Time Off Transactions heading, you see a list of Transactions associated with the time
off type you selected.

e V For each time off transaction, you see the Date, the Time Off Reason, Amount of Time Used or
Allocated, Approval Status, etc.

f w SNOHOMISH 5D NO 201

2024-2025

Time Off Balances

TIME OFF TYPES

Search Time Off Type Descript Q <@ View: Balances in Hours (Modified) ?Filter: Skyward Default % Quick Filter

o] o] el el o] o] o] ke
Time Off Type Description Unit Type Prior Year Current Current Current  Current Total || Current Year Total
Ending Year |Year Used | Year Cash Year Ending | Waiting for Available
Balance  Allocated OQut Unpaid Balance Approval Balance
& Sickleave Hours -0.02 2845 -11.50 0.00 0.00 16.93 0.00 16.93
G Personal Leave Hours -0.02 712 -5.00 0.00 0.00 2,10 0.00 210
@  JuryDuty Hours 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Q E.RB. Winter Hours 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
&  ERB. Thanksgiving Hours 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
G District Release Hours 0.00 0.00 -5.00 0.00 0.00 -5.00 0.00 -5.00
@  Bereavement Hours 0.00 0.00 -1.50 0.00 0.00 -1.50 0.00 -1.50
e sl
MM/DD/YYYY Q <& View: Amount in Hours 'Y"'Filter: Skyward Default
L1 & 12 o] o] el o] {
Transaction Time Off Reason Description Transaction Type Hours Description Status
Date
‘ I e I 06/06/2025  SICK LEAVE Used -2:00 Sick Leave > Child/Spouse/Parent  Approved
Q 05/16/2025 SICK LEAVE Used -4:30 Sick Leave > Child/Spouse/Parent  Approved
Employee Access Basics 9
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SNOHOMISH SD NO 201

SKYWA ‘

E TIME OFF TRANSACTION DETAILS

Time Off Balances » Time Off Transaction Details
Start Date Assignment Hours Per Day || Employee Time Off Type || Time Off Reason || Transaction Type || Hours || Days Description
06/06/2025 4:00:00 Sick - Sick Leave S - SICK LEAVE Used 2:00 0.50000 Sick Leave > Child/Spouse/Pa...

«
| General TIME OFF TRANSACTION DETAILS
Approvals
*Start Date  06/06/2025 Friday
Assignment
“Employee Time Off Type  Sick 18:56
*Time Off Reason S SICK LEAVE
Transaction Type  Used v

Hours Per Day  4:00:00
*Hours  2:00
*Days  0.50000

Description  Sick Leave > Child/Spouse/Parent

W2 Information:
[

BB =2 e e -

AND EMAIL
UPDATE
Employee Profile Assignenents Payroll Check Time OFff Balances Request Time OFf Calendar W2W2-C Forms: ACA 1095 Forms ows Al One Accounts Payable
| History | [ | | Submission | Submissian | Check History

f ‘w SNOHOMISH SD NO 201
KYWARD IPe

= [BRllA |C [vemecroms i

W2/W2-C Forms

Employer Printed W2

W2 FORMS

Search Calendar Year Q @ View: Skyward Default 7Fi|ter: Skyward Default % Quick Filter
L e o o L L o e
Calendar Box1 Box 2 Federal Box 3 Social Box 4 Social Box 5 Box 6
Year Federal Income Tax Security  Security Tax Medicare Medicare Tax
Wages Withheld Wages Withheld Wages Withheld

v 2024 ]
v 2023

e A printable W2 Information Statement for a selected year is available by highlighting the year and
clicking the down arrow.

Employee Access Basics 10
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Employer Printed W2

W2 FORMS
Search Calendar Year Q
N o o
Calendar Box1 B

Year Federal

Record Options |
¢ #30 Print Full SSN W2 !

e You will then need to verify your Social Security Number and select Print Full SSN W2.

Print Full SSN W2

Verify Full 55N

I—) MNext @ Cancel

EMPLOYEE DETAILS

Enter your 55N to authenticate § _ - -

Print Full SSN W2

Confirmation

= print Full SSN w2 | €9 Close

e For each Calendar Year it will display Federal Wages, Federal Tax, Social Security Wages, Social Security Tax,
Medicare Wages, Medicare Tax, and State Information

Employee Access Basics 11
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ACA 1095 Information:

Blecitromic 109%

&
(23) [ N N = —
ADDRESS AND EMAIL
CHANGE FORM UPDATE
Emplayee Profile Assignments Payrall Check Time OFf Balances Resqueest Time OFF Calendar W2IW2-C Forms Allows One Allorws Oine Accounts Payahle
History Submission Submissian Check History

e Displays your current 1095 information. This form may also be printed.

SNOHOMISH SD NO 201

ACA 1095 Forms

Employer Printed 1095 ()
ACA 1095 FORMS

Search Calendar Year Q @ View: Skyward Default ?Fllter: Skyward Defau
o]

[o] (e]
Calendar ACA Form  Employer
Year Type

- E Snohomish School Dist, #201
mo] Options nohomish School Di

Print Full SSN 1095
Verify Full SSN

ACA INDIVIDUAL PDF DETAILS

Enter your 55N to authenticate I| - |I

Print Full SSN 1095

Confirmation

|§ Print Full S5N 1095 | €3 Close

ACA INDIVIDUAL PDF DETAILS

Employee Access Basics 12
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Address Change Form:

e Submit change of address form for approval.

primeawz [l Becronic 1095 | [ vaiabie ra7zazs ] | Avaatie 7172025

W2IW2-C Forms

ACA 1095 Ferms

ADDRESS.
CHAMGE FORM

-
§ A

FHOME NUMBER
ANLY EMARL
UPDATE

Allgwrs Dne

Lubmissan

=

Accounis Payabile
Check History

Phone Number and Email Update:

e Submit change of phone number or personal email for approval.

rmeawz |
- - PHOMNE NUMBER a
ADDRESS AN EMAIL
CHANGE FORM LUPDATE
W2IW2-C Forms ACA 1095 Forms Allows e Allowes Oine Accounis Payvable
Cubmission Lubmission Check History
wa:

How to update your federal form W-4 online via Skyward Qmlativ Employee Access.
Important Note: Employees may submit only ONE online W-4 change per day.
Follow these clear, step-by-step instructions to update your W-4 withholding electronically.

1. Go to the district website and navigate to Skyward Qmlativ.

Open your browser and navigate to: www.sno.wednet.edu/skyward

L Snohomish
_;Mh == | DISTRICT
Every student thrives!
Our Departments Programs
District
= joie]
i
BUS ROUTES CRISIS RESOURCES DISTRICT

NFWSLFTTERS.

2. Login to Skyward Qmlativ

Student Get
Life Involved
1S
HELLO ID MENUS

Resources

NEW STUDENT
FNROLI MENT

Calendars

®

ONLINE PAYMENTS

SNOHOMISH - . Families & Students ~  Staff - Community ~ e
sciool  School District ’

Directory

-y
(B3

SKYWARD QMLATIV

Employee Access Basics
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SNOHOMISH

Enter your district username and password on the Skyward Qmlativ login screen.
SCHOOL

w DISTRICT

SNOHOMISH SD NO 201

Usermname

Password

Show

Forgot your Username or Password?

3. Access Employee Access

Once logged in, locate the house icon in the top-left corner. Click the small drop-down arrow next to

the house and select Employee Access. (See image2.png — house icon with drop-down menu
highlighted)

SNOHOMISH SD NO 201 v/
% | w School Year: 2025-2026 (Current) v
SKYWARD

WSIPC  Fiscal Year: 2025-2026 (Current) ™V

V) m ADMINISTRATIVE ACCESS

Payroll Run List ayroll : Assign P

Administrative Acces:

rative Access

Missing SSN

== Employee Access

4. Find the W-4 update form

In the Employee Access menu, search for W-4 Employee’s Withholding Certificate Update and click it.

Available 12/1/2025

W-4 EMPLOYEE'S
WITHHOLDING
CERTIFICATE
UPDATE

Allows Daily

Submission

5. Begin the update

Read the instructions on the information page, then click the large green Start button.

Employee Access Basics 14
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‘ W-4 Employee’s Withholding Certificate Update
‘ & o0of1 ‘ Q@ Instructions v ‘ Start > |

6. Complete the form

Fill in all required fields marked with a red asterisk (*). Update any additional information as needed
(marital status, dependents, extra withholding, etc.).

Update W-4 Information

1 (Required) v

B save & Exit Complete & Review >

SgEP 1: ENTER PERSONAL INFORMATION

First name and middle initial (Step 1a)
Last Name

Social Security Number (Step 1b)
Address

City or town, state, and ZIP code

“Federal Tax Status (Step 1c) | Married v

STEP 2: MULTIPLE JOBS OR SPOUSE WORKS
Multiple Jobs Or S Works (St
ultiple Jobs Or Spouse Worl 2:5

STEP 3: CLAIM DEPENDENTS

*Claim Dependents (Step 3) |0

STEP 4 (OPTIONAL): OTHER ADJUSTMENTS

*Other Income (Step 42) |0
*Deductions (Step 4b) | 0
Extra Withholding (Step 4c) | 5000

7. Review your changes

Scroll to the bottom of the form and carefully review all entries for accuracy. Then click Complete &
Review at the top of the screen.

8. Confirm and submit

o Check the confirmation checkbox that acknowledges your changes are correct.

Update W-4 Information

@ 00f1| Q Step 1 (Require v | Save & Exit | Complete & Review >

.monﬂrm that all of the above information is correct to the best of my ability.

Employee Access Basics
December 2025
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o Click Submit Form.

W-4 Employee's Withholding Certificate Update

@ 10f1 ‘ Q@ Review v | Save & Exit Submit Form >

9. Final confirmation

You will see a “Thank You!” message confirming your W-4 has been successfully submitted.
Your updated W-4 will be processed by Payroll & Benefits and will take effect on the next available
payroll cycle (usually the following month).

If you start the online W-4 form and decide not to continue, you can click “Delete In-Progress Online
Form” before you submit.

W-4 Employee's Withholding Certificate Update

@ 10f1| Q review v K Save & Exit Submit Form > ) print Step I fli Delete In-Pragress Online Form l

| CONFIRM DELETE

Form Name This Form Started On
W-4 Employee's Withholding ... 12/8/2025 10:46:17 AM

| Are you sure you want to delete this In-Progress Online Form?

This In-Progress Online Form will be deleted. You can start a new W-4
Employee's Withholding Certificate Update form through the
Dashboard.

If the W-4 update option is missing or you experience any issues, please contact Payroll & Benefits at
payroll.department@sno.wednet.edu or call 360-563-7235.
Thank you for keeping your tax withholding information current!

Direct Deposit Information:

e For changes to your direct deposit, forms are available at the RSC or by contacting the payroll department.
e An original sighed form complete with a voided check or bank letter are required to make a change.

Employee Access Basics 16
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Additional Information:

e If you would like to further explore in Employee Access, you can access the E button to the left of your
screen.

w SNOHOMISH SD NO 201
w P G
> m EMPLOYEE ACCESS 7y

o

Employee Access

B3
B | g =

Employee Profile Assignments Payroll Check
History

e Here you can search for all the above-mentioned categories but also see things such as certifications, credits,
degrees, payroll features, time off, etc.

f w SNOHOMISH 5D NO 201

SNOHOMISH SD NO 201

Administrative wing. Employee
Access Il Access

I FEATURES

m EMPLOYEE ACCES:

§$ Accounts Payable

E Calendar

IlEl Employee

\ Online Form

B Payroll

ACH Accounts
Certifications
Credits
Degrees

Employee Profile

@ Position

e Reporting

ﬁt Time Off

Employee Access Basics
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E$ Accounts Payable

hFEATURES

E Calendar

ACA 1005 Forms

Calendar Year to Date

@ Employee

Payroll Check History

\ Online Form

Position

Tax Information

W2/W2-C Forms

FEp—

7 Time ot

f ‘ w SNOHOMISH SD NO 201
SKYWARD' P

E R

m EMPLOYEE ACCESS
Administrative winly Employee
Access N

=% Accounts Payable
y:

pe e

E Calendar

@ Employee

Time Off Balances

Time Off Requests

\ Online Form

Payroll

@ Position

e Reporting

ﬁ Time Off
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