How to Enter Timesheets in Skyward Omlative

Dashboard View - Click on Clock In/Out
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Select the date [5i]to add entry to then click # et
GONE FOR THE
CURRENT TOTALS
Status In SWITCH JOBS Tue 05/12/2026 8h Om
Start Time 11:30 AM Scheduled Hours 8h Om
Duration 3h Om Break
Lunch 30m
Weekly 16h Om / Select the correct date then click Edit
TIME TRANSACTIONS
& Previous Day | 05/12/2026 Tuesday | E Next Day —>
# Edit
TIME TRANSACTIONS
T™1 T2
Start Time | End Time Duration | Status Pay Type Position Type Comment
06:00 AM 11:00 AM 5:00 I-In SALARY IMRF POSITION DISTRICT PERSONNEL \
11:00AM  11:30AM  0:30 L - Lunch SALARY IMRF POSITION DISTRICT PERSONNEL Please note: You may or may not see
these depending on your position!
11:30 AM 02:30 PM 3:00 I-1In SALARY IMRF POSITION DISTRICT PERSONNEL



© Add Time Transaction:

Time Transactions For | 05/12/2026 Tuesday

Click here to add extra duty ————p O AddTime Transaction

TIME TRANSACTIONS

12
‘Start Time End Time Status Duration Assignment Pay Type Comment
i [0600AM Donotchange | @ [11:00aM Do notchange | @ ‘ I-In Do not change v‘ (050000 | [sauany M posiTion Do not change | [DiSTRI-1 - DISTRICT PERSONNE | | |
@ [100AM Dornotchange | @ [11:30AM Do notchange | @ ‘ L -Lunch Do not change v‘ ‘nu:m;uu ‘ SALARY IMAF POSITION Do not change v] ‘ DISTRI-1 »ms'rmcwsnsuuus‘ [ |
@ [1130AM Donotchange | @ [0230PM Do notchange | @ ‘ I-In Do not change v‘ [0a0000 | [saLary M PosITION Do not change | [ DISTRI-1 - DISTRICT PERSONNE| [ |
i 2:45 PM J@ | 3:30 PM o) ‘ I-in [pnam T = | [ <=
Enter Start Time Enter End Time Select “I-In" Select  Pay Type Description of extra duty
(You will not be selecting anything else) (Pay code according to the extra duty performed) A"

o

Enter Start Time, End Time, Status, Assignment Pay Type, Comment then click Save.

!!! Your timesheet submission is not yet complete.

Please refer to “How to Submit a Timesheet in Q”

for instructions on how to finalize your submission !!!




