To get started, log in with your username and pass\{provided through email):
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Skyward School District
Login:
Password:
Version: 04.09.06.00.00
\Web Browser: Microsoft Internet Explorer 7
Operating System: Microsoft Windows XP
/Add the Skyward Login page to your Favorites
Make the Skyward Login page your Home Page
|
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Next you will see a screen that shows all of yoailable menu paths, click the Time
Off icon:
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To request Time Off click the add button:
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Time Off Cutrent User: abel, cain Print Back
State Leave
W Time Off Requests | nfy Requests | | History /\
My Requests ()
Remaining Time Off

Group Time Off Code Anniversary Date Actual Remaining Pending Remaining

State Leave State Personal 08/13/10 3 Days 3 Days

LocalLeave  LocalLeave 08/13/10 4.3 Days 4.3 Days

Notonstub  School Business 08/13/10 -1Days -2 Days

|:| - New |:| - Waiting For Approval |:| - Request Approved |:| -Request Denied

Sort Order: ™ Stams ( Date

Current Time Off Requests

Date Time Days/Hours Time Off Code Reason Edit Delete
10/22/09 8:00 AM 1 Days School Business Other 73]
Description: Attend Eegion 7 CAMT workshop
Status: Waiting for Anthony C Aa'oconnerser (1/1 Levels)

10/14/09 3:00 AM 3 Days Local Leave Other View
Description: Personal - Child's Dr. Appt
Status: Approved

11/20/09 3:00 AM 1 Days School Business Other View
Description: Attend Region 7 CAMT workshop
Status: Dened
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Complete information about your request by usirggdiop down menus and description
box.
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Current User: abel, cain Print Back

State Leave

i’gjai;i\ve Time Off Requests My Requests | | History

My Requests

Remaining Time Off
Group Time Off Code

Anniversary Date Actual Remaining Pending Remaining
State Leave State Personal 08/13/10 5 Days 3 Days
LocalLeave LocalLeave 08/13/10 43Days 435 Days
Notonstub  SchoolBusiness 0813/10 -1Days -1Days

Time Off Request
Time Off Code: | School Business - Days =
Reason: COther > | Detail ..
Description:

Zttend Region 7 CBMT workshop

Start Date: 17 x| 4[2009 % Mon, Aug 172009
Days:
Start Time:
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The more information you are able to provide, thsi@r it is for your supervisor to
prioritize approval.

To submit your request click the save button.



If your request exceeds your available leave yduregceive a warning message and you
will not be able to save (submit) your request.
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Current User: abel, cain Print Back
State Leave
i s
My Requests

Save
Time Off Request Cancel

Time Off Code: Local Leave - Days VI

Reason: Cther > | Detail...

Description: Attend Region 7 CAMT workshop ﬂ
-

Stare Date: T [eng =] [77 1 QI?DBE # Mon, Aug 17 2000
Days: 10 days
Start Time: 8 vI I{.‘D x| |AM =
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An option would be to modify your request or to oke the option to be docked.
Requesting the dock option results in reductiopayf on the next check or checks until
the dock has been satisfied. Additionally, chooshoption to be docked does not
guarantee approval by your supervisor.



To view the status of your requests click on theR@guests tab. Requests are color

coded by approval status and additional informati@y be obtained by clicking the
View tab:
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Time Off Current User: abel, cain Prnt Back

State Leave

Slsmeii Time Off Requests [\ Requests | [ History

< M—:,{Re quests
Group Time Off Code Anniversary Date Actual Remaining Pending Remaining
State Leave State Personal 08/13/10 3 Days 5 Days
Localleave  LocalLeave 08/13/10 4.5 Days 435 Days
Noton Stub  School Business 08/13/10 -1Days -2 Days

|:| - Waiting For Approval |:| - Request Approved D - Bequest Denie

Sort Order: * Status ( Date

Date Time Days/Hours Time Off Code Reason Edit Delete
10/22/09 8:00 AM 1Days School Business Other 3]
Description: Attend Region 7 CAMT workshop
Status: Waiting for Anthony C Aa'oconnerser (1/1 Levels)

10/14/09 8:00 AM 3 Days Local Leave Other View
Description: Personal - Child's Dr. Appt
Status: Approved

11/20/09 8:00 AM 1 Days School Business Other View
Description: Attend Region 7 CAMT workshop
Status: Denied

I T A




The History tab shows a cumulative collection doélyour past requests:
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Time Off Current User: abel, cain Print Back

State Leave
LocalLeave Time Off Requests - istory
e My Requests | | History

My Requests

-WaitingFor Approvll || -RequestApproved ||  -RequestDenied

Sort Order: @ Status ( Date

All Time Off Reque:
Date Time Days/Hours Time Off Code Reason View
10/22/09 3:00 AM 1 Days School Business Other View

Description: Attend Rezion 7 CAMT workshop
Starus: Waiting for Anthony C Aa'oconnerser (1/1 Levels)
10/14/09 3:00 AM 5 Days Local Leave Other

View
Description: Personal - Child's Dr. Appt
Status: Approved
1120709 8:00 AM 1 Days School Business Other View
Description: Attend Region 7 CAMT workshop
Status: Denied
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Supervisor approval may be granted or denied bgsaneg the My Approvals tab on

your Employee Access homepage:
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Make your selection and hit the Submit Approvald Brenials button, click the pencil to
add explanatory notes if desired:
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Time Off Current User: Aa'oconnerscr, Anthony Print Back
State Leave

LocalLeave Time Off Approvals [ Requests Waiting for Approval | | History |
Vacation Y
My Requests
My Approvals l:l - New/Needs Action l:l - Watting For More Approval l:l - Request Approved l:l - Request Dented
[ E’ Submit Approvals and Denials ]
355 Approve )

Filter/Sort Order: ™ Waiting for My Approval  Approved Requests ( Denied Requests (" Date (All) ¢ Last Name (All)

Curzent Time Off Requests

Name Date Days/Hours Your Action

cain abel (A/P Clerk) 10/22/09  1Days \L  Approved ¢ Denied & Waiting /Y
Description: Attend Region 7 CAMT workshop Tim Code: School Business

Reason: Other Remaining/Pending: -T Days /-2 Days

Status: Waiting for Anthony C Aa'oconnerscr (1/1 Levels) _ Asmiversary Dater D5 1340

ﬁ Submit Approvals and Denials ]
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To view a history of your approval, denials andtuai requests click the History tab:
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