Skyward - How to Enter Time Off

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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Skyward - How to enter Time Off

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.

SKYwanp

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

Login ID: |johnsda
Password: |esssssss|

Sign In
Forgot your Login/Password?

05.19.06.00.02



Skyward - How to enter Time Off

In Skyward, click on the TIME OFF Button as shown below.
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Skyward - How to enter Time Off

Click on My Requests as shown below.
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Skyward - How to enter Time Off

Click on the ADD button as shown below.
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Skyward - How to enter Time Off

On the Add Time Off screen, enter the following:

1. Time Off Code — Click the Arrow and select the type of time off you are requesting.

2. Time Off Reason — Click on the arrow and select the reason you are requesting time off.

3. Description — A Description will appear. You can add to what is already displayed.

4. Type —Click the Single Day or Date Range radio button.

5. Start Date — Click on the calendar icon to select the date you will be off, or enter the start date in MMDDYYYY
format (ie. 08262019 for August 26, 2019)

6. Days/Hours: Enter the number of days ( ie. 0.5 or 1.0) or number of hours you are requesting. Note that per

the contract, time off must be requested in half days or full days.

7. Enter the Start Time you will be off.

8. Sub Needed — Click the Sub needed box to proceed to the Absence Management System where you can create
an absence for the same date.
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Skyward - How to enter Time Off

Click the SAVE button as shown below to send this request to your time off approver.
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Skyward - How to enter Time Off

You may click the EDIT button to make changes to your time off request and you may click the DELETE button to
remove your time off request. After your time off request is approved, changes are not allowed.
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