SKYWARD - How to enter Time Sheet Information

After logging in to the local network, click on an internet browser (ie. Chrome) on your desktop and enter
www.unit40.org to go to the Effingham Unit #40 home page. On the Unit 40 web page, click on the

“Staff ” link at the top of the page as shown below. On the dropdown box that appears below
“Staff”, click on Skyward.
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Student Activities. Parents -Staff Quick Links Employment



http://www.unit40.org/

SKYWARD - How to enter Time Sheet Information

On the Skyward Login screen, enter your Login ID and Password.

Your login ID is the first 6 letters of your last name, followed by the first three letters of your first name (ie.
johnsocla for Clark Johnson).

Your password is initially set to your birthdate in MMDDYYYY format (ie. 03271982 for March 27, 1982). Note
that the first time you login to Skyward, this screen will ask you to change your password to something only you

know. If you have forgotten your Skyward password, call the BOE office at 540-1506 and ask for a Skyward
password reset.

Once you have entered your Login ID and Password, press the Sign In Button.
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SKYWARD

Effingham CUSD #40
Effingham, IL. BU/PA Pass 1IL

Login ID: |johnsda
Fassword: |ssssssss|

Sign In
Forgot your Login/Password?
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SKYWARD - How to enter Time Sheet Information

When you have logged into the Skyward Employee Access System, you should see the screen

shown below

Click on True Time
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SKYWARD - How to enter Time Sheet Information

If you are entering time for a previous or future date, click on the calendar icon and click on the

date worked.
If you are entering time for today’s date, skip this step
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SKYWARD - How to enter Time Sheet Information

Enter your Start Time
Enter AM/PM

Enter your End Time
Enter AM/PM

Click the check box next to the Job you are entering time for

Click the Save button
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SKYWARD - How to enter Time Sheet Information

When you have finished entering all of your time for the week, it must be submitted for
approval.

Click on True Time

/Z( LSLLULELEULLL eI T
SKYWARD

Employee | Time Work Online
ey Information| Off | Time | Requests | Open Enrcliment

4 H ﬁ Em ployee Access (2] @ ﬂ {:?Fausr'rtes' q‘_'| New Window IEI My Print Queue

Jump to Other Dashboards Calendar Events @ N Jump to Other Systems
/ / Y —
*Calendar 02/10/2017 PAYDAY — Employee Access Ll

Shrard U 02/24/2017 PAYDAY B Financial M ’
yward User 03;,10;,201? PAYDAY nancial Mianagemen ﬁ

Employee 03/24/2017 PAYDAY

Task Manager 04/07/2017 PAYDAY Favorites
Reset Dashboards SelectWidgets || [04/21/2017 PAYDAY No favaorites available.
05/05/2017 PAYDAY
My Time Off Status (+] 05/19/2017 PAYDAY Insurance Tracking Unsubmitted OE records (]
/ / /
05/30/2017 TEACHER INSTITUTE/WORKSHOP No Inswrance Tracking OF records reguire action at this
AP Payments [y [06/02/2017 PAYDAY time
06/16/2017 PAYDAY
06/30/2017 PAYDAY Recent Programs ]
07/14/2017 PAYDAY ﬁ e
o ployee Access Home En|
Mo news to display 07/28/2017 PAYDAY Ouck Entr ra
08/11/2017 PAYDAY Hiek Entry
08/25/2017 PAYDAY - Unsubmitted q‘_‘|
My Print Queue e My Requests Q
Job T Perscnal Information L
No items available, My Status j8)
Check History Ll
Online Forms to be Completed History Q

No Online Forms to be Completed

In the My Time Sheets section, Click on Unsubmitted
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Click on the View Time Sheet button
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Week Start » Week End Total Hrs | Status
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Click the Back button
Period Summary B
Type Pay Mote Hours Back
WORK STPAC (ACADEMIC LAR) 1h 00m —
VORK STPIS (INHOUSE SUB) 1h 00m
Total Hours: 2h 00m

Hours Paid: 2h 00m

Daily Totals
Status Pay/Note Hours

Monday 01/30/17
3:30 PM ( 3:30) - 4:00 PM ( 4:00) IN ACADEMIC LAB Oh 30m
01/30/17 Totzl Hours: Oh 30m

Tuesday 01/31/17
11:00 AM (11:00) - 12:00 PM (12:00) IN INHOLISE SUB 1h 00m
3:30 PM ( 3:30) - 4:00 PM ( 4:00) IN ACADEMIC LAB 0h 30m

01/31/17 Totzl Hours: 1h 30m

Click the Submit Time Sheet button

7L 5
SKYWARD
Horrios: b Employee | Time LIS Work | Cnline
| * | Information | Cf MEGCE Requests | Open Enrollment
nsubmitte ime eets < Favorites ¥ 4] New Window £=a My Print Qusus
<~ My Unsubmitted Time Sheets iy o B @ Or T New 1 a My Print Q

Time Sheet Information for S ey

‘iew Time

Week Start w Week End Total Hrs | Status

2h oo ineshe ot st I




