How to Submit Timesheet in Skyward Omlative

Dashboard View - Click on Unsubmitted Timesheet Weeks
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-Add an extra duty
-Edit an existing entry

-View Unsubmitted Timesheets

Accounts Payable -Submit Unsubmitted Timesheets

Check History

-View Approval History
-View Timesheet Status

Find the timesheet week you would like to submit then click —Review & Submit
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Review timesheet details then click £7 Submit Timesheet

Submit Timesheet Week

Preview Timesheet

| £~ Submit Timesheet | @ Cancel

Submission Start Date Submission End Date
05/03/2026 05/09/2026

Review the timesheet then click Submit.

TIMESHEET DETAILS

Weekly Total: 40:00

Tracked Totals Calculation Totals Pay Type Totals

Work: 40:00| | Rounded: 40:00| | SALARY IMRF: 40:00

Time Off: 0:00| | Straight Time: 40:00 ‘ Total: 40:00 ‘

Holiday: 0:00| | Overtime: 0:00

Total: 40:00 | | Total: 40:00

05/03/2026 SUNDAY

Start Time End Time Status Assignment Pay Type Hours g:i?::"y Comment

No time transactions to display

05/04/2026 MONDAY

Start Time End Time Status Assignment Pay Type Hours Eﬂ:i?::"y Comment
6:00 AM 11:00 AM In SALARY IMRF 5:00

11:00 AM 11:30 AM Lunch SALARY IMRF 0:30

11:30 AM 2:30 PM In SALARY IMRF 3:00

Daily Total 8:00

Your timesheet has been submitted. If you need to review or make changes to it, return to the
dashboard and select Timesheet Week History.



