
NAVIGATING THROUGH 
SKYWARD

TIME OFF
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First things, first:  

Log on to your internet browser and go to Skyward

by going to the OCFSD bookmarks dropdown list and clicking the 
Skyward link.
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Now log on!

If you forget your 

password, click here 

and follow prompts
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Use the drop down arrow to take you to 

“Employee Access.”
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Clicking the “Employee Information” button will direct you to 

a menu of links that you can click for more information on 

your profile.

Start off on your Home page at 

tabs on the top left. 
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TIME OFF

Click “Time Off” to see your 

Time Off status…

Whenever 

you see this 

little 

triangle, 

click to 

open for 

more 

information

.

Clicked to 

“drill down”
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…and also to Request Time 

Off.

Click me

Use the buttons on the side.  Click 

“Add” to open a new window for 

entering your request.

New 

Window
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Using the drop down arrows, enter your information in 

the fields with an (*) and a description

At the top, you’ll see your remaining and approved Time Off as well as Time 

Off requests waiting for approval and available Time Off left.
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IF YOU ARE NOT USING YOUR OWN COMPUTER,  
MAKE SURE TO LOG OUT!
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