Support Staff Skyward Time Tracking Help Sheet

Ctrl+Click on the below links to navigate through this document

Clocking In and Out

Clocking In and Out for Lunch

Switching Job Codes

Editing your timesheet-Includes removing your lunch

Approving your timesheet

Entering Time Off

Clocking In and Out

To clock in and out, using any smart phone, ipad or desktop, navigate to Skyward Employee Access and
select the Clock In/Out module, you must be on any building wifi to access this:

Clock InfQut

Select In to clock In

When you are ready to leave for the day, select OUT.

You can always see your current status from this screen as well, in case you’re concerned your punch did
not work:

CURRENT

Status In



You can also see your total hours for the week:

TOTALS
Wed 01/14/2026 7h Tm

Scheduled Hours
Break
Lunch 33m

Weekly 23h 36m

Clocking In and Out for Lunch

Your 30 minute lunch will automatically be deducted after 5 hours of work.

If you are leaving your building for lunch, you need to clock out using the Lunch button:

When you return from lunch, select IN again.

Switching Job Codes

If you work multiple roles that require you to clock in and out from, you can do this by selecting Switch
Jobs from the Clock In/Out screen:

CURRENT
Status [n SWITCH JOBS

Start Time 02:20 PM

Duration 1h 23m



This will bring up your Assignment Pay Types and allow you to choose Select on the lefthand side for the
job you need to switch into:

ASSIGNMENT PAY TYPES

AT

Pay Type Description Assignment Type Descriptions
r,i' Select COACH/SPONSOR ACTIVITIES ADVISOR/COACH
@ Select SUPPORT STAFF SALARY PAY TYPE  SUB-PERMAMNENT

Editing your timesheet
Select the Clock In/Out module from your Employee Access Home screen

Clock In/Out

The default screen will be the current day:

CURRENT TOTALS
Status In Wed 01/14/2026 6h 12m
Start Time 12:34 PM Scheduled Hours
Duration 2h 15m Break
Lunch 33m
Weekly 22h 47m

TIME TRANSACTIONS

€ Previous Day | 01/14/2026 Wednesday 31 NextDay =

# it

TIME TRANSACTIONS

StartTime End Time  Duration | Status Pay Type Position Type Comment

IDWAM 1201 PM 357 I-In SUPPORT STAFF SALARY PAY ... ADMIM ASST (TO PRINCIPAL)
1201PM  1234PM 033 L - Lunch SUPPORT STAFF SALARY PAY .. ADMIN ASST (TO PRINCIPAL)

1234 PM 215 I=In SUPPORT STAFF SALARY PAY ... ADMIM ASST (TO PRINCIPAL)



To edit today, you will choose edit on the right hand side and edit todays transactions.

Time Transactions For | 01/14/2026 Wednesday

) Add Time Transaction
IME TRANSACTIONS
Start Time End Time Status Duration Assignment Pay Type Comment

i 0804 AM @ | 1201 PM @ v| |n; 5700 | |SUPP3R' STAFF SALARY PAY TYPE ~ | ‘56- ADMIN ASST (TO PRINCIPAL) [

[ ] ‘ 1201 PM 0] | 1234 PM @ L-Lunch v| |nz33.cu | |suw:k' STAFF SALARY PAY TYPE v | ‘ss- ADMIN ASST [TO PRINCIPAL)

i ‘ 1234 PM @ | @ -In v| |.m " | |surr:R‘ STAFF SALARY PAY TYPE ~ | ‘56- ADMIN ASST (TO PRINCIPAL)
| »

D close g Save

If you need to add a segment, select Add Time Transaction from the upper right corner of this box.

To edit a different day, you can use the arrows on either side of the date to scroll to the correct date:

€~ Previous Day | 0171472026 Wednesday MNext Day =

Once you’ve landed on the correct date you can select edit on the righthand side:

Time Transactions For ‘ 01/14/2026 Wednesday |
@ Add Time Transaction

TIME TRANSACTIONS

T2

Start Time End Time Status Duration Rssignment Pay Type Comment
i [ossaam | @ [rz01em @ { -In vJ 035740 SUPPORT STAFF SALARY PAY TYPE ~ | [36- Aomin assT o prmvcipay
' | 1201 PM | ‘:_] ‘ 1234 PM ':'_‘) ‘ L- lunch “‘ 00:33:00 SUPPORT STAFF SALARY PAY TYPE v ‘ 56 - ADMIN ASST (TO PRINCIPAL)
i | 1234 PM | @ ‘ 9] ‘ -in -‘ - SUPPORT STAFF SALARY PAY TYPE ~ ‘ 56.- ADMIN ASST (0 PRINCIPAL)
« .

You have access to edit each individual segment, remove your lunch and add a segment by choosing Add
Time Transaction in the upper right of this box.

To remove your lunch, choose the trash can on the left hand side of the lunch line, and change the
transaction below it to match the out time from the top segment.

For example, for the above transaction you would delete the lunch transaction and change the time in
the bottom Start Time box from 12:34pm to 12:01pm, then you would not be docked for a 30 minute
lunch.

Important to note, when adding a new transaction on a day that has no data, the system defaults to Not
Working under Status

TIME TRANSACTIONS
T2

Start Time End Time Status

m | | @ | | @ | X - Not Waorking b




If this is not changed to IN, the transaction will not save as there is no information for time tracking if
your status is Not Working.

Approving your timesheet
Your timesheet needs to be approved first by you, then by your supervisor each week.

Here’s how you approve your timesheet:

In the Skyward Employee Access Portal, navigate to Unsubmitted Timesheet Weeks

Unsubmitted

Timesheet Weeks
|

Here you will see all outstanding timesheets. Find the current week you’d like to approve:

—> Review & Submit "W 01/04/2026  01/10/2026 40:00 Unsubmitted |'m (@)

Select Review and Submit

If you have submitted time off, your timesheet cannot be approved by you until your supervisor
approves your time off.

Here you should focus on the Pay Type Totals box on the right, which will show you total hours
expected, overtime, additional hours or time off that supplement any negative additional hours:

SUPPORT STAFF: 4000
S5 OVERTIME: 4:25
Total: 44:25

SUPPCRT STAFF: 40:00
SICK LEAVE: 6:06
ADDTL HR%: -6:06

Total: 40:00




Review your timesheet for accuracy and click Submit Timesheet at the top:

S Submit Timesheet @l Cancel

Submission Start Date Submission End Date
01/11/2026 01/17/2026

TIMESHEET DETAILS

If you see corrections that need to be made. Go back to the Clock In/Out module and edit your time as
needed following the instructions above.

Entering Time Off

To enter time off requests, go to the Request Time Off module from the Skyward Employee Access page:

0

Request Time Off

This will show you all time off you’ve used or earned for the year. Choose the Add Time Off Transaction
button from the upper right corner:

aﬁ.dd Time Off Transaction

From this screen you can enter the date

*Transaction Type ® Single Day
O Date Range

*Start Date | MM/DD/YYYY ‘

Additional Employees to Notify | Q |




*Transaction Type O] Single Day

*Start Date | 01/15/2026 Thursday

*Assignment

*Supervisors ||@ DRAKE, KARA L‘r"NN:

*Employee Time Off Type

Additional Employees to Notify

O Date Range

| =

KIEFER, SARAH ELIZABETH - ADMIN ASST (TO PRINC ~ | | PAYROLL/GENERAL LEDGER - MAIN/BUSINESS OFFICE - 2025-07-01 -

Q | & Clear

Q

Select your Employee Time off Type from the drop down box under your supervisors name:

Time Off Type | Time Off Type Description Hours |
Q
Q@ Select SICK
@ select B3 PERSOMNAL
@ select 3 VACATION
~ - - e

Once you select the time off type you’d like to take, you will also see your available balance:

"Supervisors || %9 URAKE, KARA LYNN | |\

*Employee Time Off Type

405

W 22227

In the Time Off Reason below, select the same time off type:

*Transaction Type @ Single Day

Y Patn Do

<& View: Skyward Default ?Filter: Skyward Default
*Start Date A
. Time Off Time Off Reason Description
*Assignment Reason Code
(1]
S () Select (3 ADS SICK
oyee Time Off Type |< > 5 | 50 v| Total Records ~
*Time Off Reason W

More »




The hours will automatically default to your hours per day. You can edit this but make sure you do this
last as any other changes to this screen will cause this to default back to your scheduled hours per day.

You can enter a description and start and end times, but these are not required:

Description

Start Time 'E}
End Time @
Additional Employees to Notify Q

You can also search and add another supervisor if you have 2 jobs that day with 2 separate supervisors.

Once you’ve completed everything and confirmed its correct, choose Save at the top of the screen:

H Save ® Cancel

This will send it to your supervisor for approval.

Once time off is submitted, it cannot be changed unless your supervisor denies it. You can then delete
the transaction from the main screen by selecting the drop down arrow and choosing Delete Time Off
Transaction:

v 02/27/2026 VACATION

.~ 01/31/7026  VACATION

Then you would be able to re-add it as needed or it’s deleted if you no longer need the time off.
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