NAVIGATING
SKYWARD

Tutorial for:

Entering Time Off Request
Punching In/Qut (True Time)
Changing personal information
Viewing your paycheck statement
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Log on to your internet browser and go to Skyward by going to the
OCFSD bookmarks dropdown list and clicking the Skyward link. i1

You can also access SKYWARD by visiting the District’s website
www.ocfsd.org and selecting STAFF RESOURCES towards the bottom
of the page. The Skyward link is located on the right hand side of the
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September

4K & 5K
Orientation/Open House

First Day of School!

all day
Welcome students! Please note,
the 4K program will have
staggered starts dates beginning
September 3,4, and 5. 4K...

5:00 PM - 6:30 PM

4K & 5K Sites

READ MORE »
Elementary Grades 1-5 READ MORE  »
Open House

5:30 PM - 7:00 PM

Elementary Schools

READ MORE >

OAK CREEK-FRANKLIN JOINT SCHOOL
DISTRICT

7630 South 10th Street | Oak Creek, W 53154
(414) 768-5880

v f
NOTICE OF NONDISCRIMINATION POLICY

WECAN (7 W @ unc [ UMCCOBRA & DO @ cosp

con CON reports
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September

School Board Meeting

6:00 PM - 8:00

PM

City of Oak Creek, 8040 S 6th St,

Oak Creek, Wi

This event has
Join:

53154, USA

a video call

https://meet.google.com/ugn-

qfkr-fzd

READ MORE »

Board of Education
Schools
Enrollment

Parents

@ InCheck,Inc.- Login @ Facities Calendar W i

September

v Student & Family Handbooks

Skyward

School Board Meeting
6:00 PM - 8:00 PM

City of Oak Creek, 8040 S 6th St,
Oak Creek, W1 53154, USA

This event has a video call.
Join:
https://meet.google.com/ugn-
qfkr-fzd

v  Skyward Login & Help Documents

READ MORE »

Forms

Youth Programs
Community
Human Resources
STAFF RESOURCES

SelectLanguage ¥



If you forget your
password, click here
and follow prompts
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‘ H > ﬁEm loyee Access |t| ent | © E (] Q Favorites» ] New Window £ My Print Queue

Jump to Other Dashboards Calendar Events Jump to Other Systems

Skyward User No calendar events available = Employee Access
Employee . : Financial Management

Online Forms to be Completed
Reset Dashboards Select Widgets

No Online Forms to be Completed Favorites

I] District News No favorites available.
No news to display

Recent Programs

f@ Financial Management Home
WF

= Employee Access Home

View My Purchase Orders
WFPUWOWO

Quick Entry
My Requests
My Status

Vendor Profile
WF\WE\WP

History

2 2222 22 o2




f OAK CREEK-FRANKLIN JOINT SD, WI
SKYWARD

Home EmpToyee Time = True
" lnfon'nation Off = Time ‘
<4l  EEmployee Access

Calendar Events

Jump to Other Dashboards

Skyward User No calendar events available

Empoyee

Reset Dashboards Select Widgets

Online Forms to be Completed

No Online Forms to be Completed

Jump to Other Systems

Employee Access

@ Financial Management

Favorites

District News

No news to display

Time  True

Employee
) off = Time

Clicking the “Employee Information” button | Information

will direct you to a menu of links that you can

OAK CREEK-FRANKLIN JOINT SD, WI

click for more information on your profile.

| « Employee Information

| « Payroll

i Personal Information
Calendar

Accounts Payable Payments
Online Forms

[af=)=l=

Check History

Check Estimator
Calendar Year-to-Date
Fiscal Year-to-Date

Direct Deposit Information

W2 Information
W4 Information

o o o o f g




TIME OFF

H LT ”
OAK CREEK-FRANKLIN JOINT SD, WI Click “Time Oft” to see your

SKTWaARD Time Off status...
Employee il Ll
Information SNej |
d 11me off
al
N My Status L
My Requests Lm|
Home Employee MIu=N True
¥ Information | @i | Time
- ‘ n My Time Off Status ﬁ' @ [} - ‘i:?Favoritesv q‘_‘ New Window IEI My Print Q
Views: | General v | Filters: | *Skyward Default ¥ | W =] &
Di Prior Year Future Future Future Current Year Anniversary
Time Off Code a Remaining Allocated Remaining Approved Waiting Available Unpaid Remaining Waiting Available Ending Date

PPADTIMEOFF | |  56hoom S TG om | 0hQm _ hoOm | | | | |oveuzelssim |
|/

d i My Time Off Status w
Jiews: Filters: | *Skyward Default v |

Prior Year Future
ime Off Code & Remaining Allocated Remaining Approved Waiting Available Unpaid Remaining

PADTMEOFE || sshoom #hoom toom| | ihom 2hoom T

w Time Off Transactions (up to today's date) Print Time Off Transactions

F
W

Date Description/Reason Allocated Used Remaining Unpaid A
04/04/2018 Wed SICK LEAVE / SICK LEAVE 8h 00m 12h 00m
03/29/2018 Thu PTO-12 4h 00m 20h 00m
03/15/2018 Thu PTO-12 8h 00m 24h 00m

021’09#201 8 Fni PTO- '12 8h 00m 32h 00m




...and also to Request Time
Off.

OAK CREEK-FRANKLIN JOINT SD, WI

Use the buttons on the side. Click
“Add” to open a new window for
entering your request.

SKYWARD
P Employee mIuEl True
Sl Y nformation RN Time
J + Time Off
T [\ = \_-
{d MyRequests €
KYWARD
Employee
Home |« :
Reset Dashboards Information

i{ M My Time Off Requests W

District News

© Q @ . Favoritesv ] New Window M

ueue

Views: | General v | Filters: | *Skyward Default v @] ;L\) Add
Date w Time Amount  Type Status Year Time Off Code Reason Description et
> ep/gaizats T | 60 an] 10 Oom s Wling G [PAD TIHE O JORID TIMEOIT DTG
Clone
Add e & (2
LR Attach
Remaining Time Off
Future Future Future
Time Off Code Remaining Approved Waiting Available Remaining Waiting Available
*PAID TIME OFF 12h 00m 10h 00m 2h 00m
*Totals calculated up to Start Date (06/05/2018)
Time Off Request Save
* Time Off Code: | PAID TIME OFF - Hours v ‘Ho,u's per Day: 8h 00m Back
New * Reason: | PAID TIME OFF ¥ Detail...
. Description: |pPAID TIME OFF
Window )
| Maximum characters: 200, Remaining characters: 200
- * Start Date: |06/05/2018 '+ Tuesday
Hours: Ijl hours| 88 ¥ minutes 8
Start Time: |08:00
Asterisk (*) denotes a required field




Add 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.
Remaining Time Off

Future Future Future
Time Off Code Remaining Approved Waiting Available Remaining Waiting Available
*PAID TIME OFF 12h 00m 10h 00m 2h 00m
*Totals calculated up to Start Date (06/05/2018)
Time Off Request Save
* Time Off Code: | PAID TIME OFF - Hours ¥ [Hours per Day: 8h 00m Back
* Reason: | PAID TIME OFF ¥ |Detail... Using the drop down arrows, enter your information in
Description: |PAID TIME OFF the fields with an (*) and a description

S
Maximum characters: 200, Remaining characters: 200

* Start Date: |06/05/2018 + Tuesday

Hours: 0| hours @@ ¥ minutes
Start Time: |08:00 AM

Asterisk (*) denot¢ [Jsub needed el ARG DTN T SUB,




e Frontline - Sign In - Mozilla Firefox -

_ Once at Aesop, log in
(@ @& https://loginfrontlineeducation.com/laginsignin=5965f8c8e7994eed 7c1c7535cdc82b45 & product|d= ABS e @ | =

and request your sub.

Absence Management
Formerly Aesop

ONLY IF YOU NEED A
Sign In SUB:

ID or Username

PIN or Password

| forgot my 1D or username | forgot my PIM or password

Having trouble signing in?

About Frontline  Terms & Conditions © 2018 Frontline Education. All rights reserved.




TRUE TIME

(punching in and out)



TRUE TIME

OAK CREEK-FRANKLIN JOIN
BKYWARD'

rences | Exit | |i|

Employee ‘ Ti ‘ True
(0]

s v ‘ Information Time

" ﬂ » = Employee Acc ow K= My Print Queue

Calendar Events

Skyward User No calenaar events avallable Employee Access Ly

Employee E Financial Management L]

Jump to Other Dashboards Jump to Other Systems

Online Forms to be Completed

Reset Dashboards Select Widgets

No Onine Forms to be Completed Favorites e

District News No favorites available.

No news to display
Recent Programs (O]

Employee | Time RIE
- Inforrnation‘ (0]if Time

om

+ True Time + My Time Sheets
[ | Quick Entry T Unsubmitted T
My History ' History ¢ to Other Systems
My Setup T mployee Access
Data Mining T nancial Management
Reports Ln|

I tes

District News

Mo favorites available.

No news to display

Recent Programs

My Setup

= Employee Access Home

My Requests

My Status
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Click “In” when
you arrive at
work,

and click “Gone
for the day”
when you end
your shift.

) (30 ==

Current Status

Current Status:

Totals Refresh
Tue 06/05/18 Total:

Click “Prev Day,”
“Next Day,” or
“View /Submit Time
Sheets” for more
info.

Start Time: Scheduled Hours:
Current Time: Lunch Total:
Duration: Weekly Total:
Scheduled Return:
Note:
<Prev Day |06/05/2018 '+ Tuesday Next Day> View/Submit Time Sheets
Transactions for Tuesday 06/05/2018 for || YOUR NUMBER W3NS |
Status Start Time End Time Duration | Note

—

14



é My Unsubmitted Time Sheets - 05.18.02.00.12 - Mozilla Firefox Sl X
| G & https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinoakcreekwi/htttsmain005.w?isPopup=true RN ﬁ" =
My Unsubmitted Time Sheets -2

Time Sheet Information for

YOUR NAME = ey
Options

Week Start w Week End Total Hrs | Status
B 06/10/2018 | 06/16/201; . - ‘
é My Unsubmitted Time
b 06/03/2018 @ 06/09/201
b 05/27/2018  06/02/201 | GJ @ https://skyward.iscorp.com/scripts/wsisa.dll/\WService =wsfinoakg
B 05/20/2018 @ 05/26/201
My Unsubmitted Time Sheets
Time Sheet Information for CYNTHIA CHAMBERLAIN
| Week Start - | Week End | Total Hr5| Status | View Ti
1ew lime
B 06/10/2018 06/16/2018 40h 00m Time Sheet Mot Submitted & Sheet
)& 06/03/2018 06/03/2018 47h 21m| Time Sheet Mot Submitted i
Submit Time
Expand Al Colapse Al Modify Details (displaying 5 of 5) View Printable Details s T
- ( Close '
p Time Sheet Information
w» Workweek Totals " "
Your “Back” and
Paid Unpaid Total o o
Workday Start Time End Time Worked Hours OFf Hours Off Hours Hours Difference cIose bUﬂ'OhS
06/03/2018 Sun are your friends,
06/04/2018 Mon -8h 00m
06/05/2018 Tue 11:00 PM 15h 26m 15h 26m 7h 26m please try to use
. 06/06/2018 Wed 2:59 P Th 56m 7h 56m -4m them (instead of
4> W ar 05/07/2018 Th.u 11:00 PM 15h 42m 15h 42m Th 42m the red “x on
06/03/2018 Fri 3:20 PM 2h 17m 8h 17m 17m
06/09/2018 Sat top) whenever
Total 47h 21m 47h 21m 7h 21m possible.
bk Time Sheet Detail
b Time Sheet History




Totals Refresh
Mon 06/04/18 Total: 8h 30m
Scheduled Hours:
Lunch Total:
Weekly Total: 8h 31m
<Prev Day |06,i04,f2[}18 |: Monday Next Day> Current Day View/Submit Time Sheets

Transactions for Monday 06/04/2018 for | YOUR NUMBER | YOUR NAME

Status Start Time End Time Duration | Note
IN 7:30 AM 4:08 PM 8h 36m

Edit the
Existing
Times

Add a Missing
Record

Delete

Use these
buttons to edit
times, to delete
a record, or to
add a record if
you forgot to
clock in.
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g{’i My Unsubmitted Time Sheets - 05.18.02.00.11 - Google Chrome — O X
@ Secure | https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinoakcreekwi/htttsmain005.w?isPopup=true

My Unsubmitted Time Sheets [- L
"ﬁrne Sheet Information for YOUR NAME & ‘ ol;itlit:r:s

Week Start -
P 06/03/2018
P 05/27/2018

Week End
A6/09,/2018
06/02/2018

Total Hrs | Status
8h 31m | Time Sheet Not Submitted
13h 25m Denied

Submit Time
Sheet

Close

17



Double-check
your time here. If
there is a mistake,
please click the
back button, and
make edits.

View/Submit This Weeks Time Sheet

Period Summary

YOUR NAME 06/03/2018 - 06/09/2018

Type Pay Note Hours
WORK 8h 31m
Total Hours: 8h 31m
Hours Paid: 8h 30m
Daily Totals

Status Note Hours

Monday 06/04/18
7:30 AM - 4:00 PMIN 8h 30m

06/04/18 Total Hours: 8h 30m

Tuesday 06/05/18

11:26 AM - 11:27 AMIN

Oh 01m
06/05/18 Total Hours: Oh 01m

Adjustments
Adjusted Qriginal
Workday Type Status Start Time End Time Pay Code Start Time End Time Pay Code Adjusted By Note
06/04/18 Add IN 730 AM - 4:00 PM
06/04/18 Del IN 733 AM 10:21 AM
06/04/18 Del LNCH 10:21 AM 10:51 AM
06/04/18 Del IN 10:51 AM 11:42 AM 4
06/04/18 Del IN 11:42 AM 1:39 PM /}
06/05/18 Del IN 9:45 AM  9:45 AM \
06/05/18 Del IN 946 AM  9:46 AM )
06/05/18 Del IN 10:59 AM 10:59 AM
Employee: Date:
Approved By: Date:

Submit
Time Sheet

Print
Back

Submit or Print your
Timesheet here.
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IT'S VERY IMPORTANT THAT YOUR
TIME SHEET BE SUBMITTED AFTER
YOUR LAST SHIFT FOR THE WEEK,

BECAUSE SUPERVISORS NEED TO
APPROVE TIME SHEETS FIRST THING
MONDAY MORNING.

19



5."? Time Sheet Submission Information - 05.18.02.00.11 - Google Chrome

@ Secure | https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinoakcreekwi/htttsalrt000

Time Sheet Submission Information

Time Sheet Submission Information

The Time Sheet for 05/27/18 - 06/02/18 has been successfully
submitted by YOUR NAME on 06/06/2018 at 11:58 AM.

The Time Sheet is currently Waiting for the Approval of YOUR SUPERVISOR

You can add any additional information about this time sheet in the Notes field
below. These notes will be tied to the time sheet and be viewable by Payroll.

Notes: |

0 X

o | ?

Save

LN

Click “Save.”

20



After you click “Save” your timesheet will no longer appear in the

“Unsubmitted Time Sheets” list.

G) https://skyward.iscorp.com/scripts/wsis W Service=wsfinoakcreekwi/htt
3 OAK CREEK-FRAN Account | Preferences | Exit ?
SKYWARD Click the “True Time” button to go back to your
Employee @ Time SEEVE . TN ] 7
Home | = 5= | of R Home Screen. Then click “History” to see...
J + True Time heets =
Ti | Quick Entry 4 Unsubmitted LN
My History 1 Histary 1]

n My Setup Ll
pl | Data Mining 1]
p | Reports 1

p R

SKYWARD

Employee  Time
Talus Information Of e
" = My Time Sheet History w © E B8 irravortesy T new window lilm',r Print Queue
Views: | Time Sheet Information | Filkers: | *Skyward Default Tl hiaamime
...it will appear in in your
Week Start - Week End Total Hre Hrs Paid Owvertime | Pd Hre Off | Unpd Hre Off | Status —
| » 06/03/2018 | 06/02/2012 | 47h2im| 47hi5m| 7hisml | |WaindlplEi (e g AT E e LoE
B 05/13/201A 05/1%9/2018 44h 04m  44h 00m 11h 00m History

Don’t forget 21

to LOG OUT




How to view your
pay check stub on
Skyward



Choose Employee Information on the
top menu bar

P
§

WARD
=SNG Time  True
v
~ Employee Information ~ Payroll
Previous Version of General Information Check History S
Personal Information Check Estimator

Calendar Calendar Year-to-Date

2?22

Accounts Payable Payments Fiscal Year-to-Date

W2 Information

222222

W4 Information




Select check history

STware

S el Time  True
YRUGLETUE Off  Time
- Payroll

: _ |
Previous Version of General Information Check Hist _

T
Personal Information T Check Estlygstor
Calendar ‘{] Calendar Year-to-Date
T

Fiscal Year-to-Date
W2 Information
W4 Information

Accounts Payable Payments

mfmdmdomfn



Click on a check and select Show Check

H Employes RN R FTE] FaslTrack
i LITLPITE (O T/ Cpen Fogidans
e Qs Check History ) jada Favorite) @re e T@tuies et Soreen g Tavartes™ U jne o

¥ i 164,08 GRech i
» ceslaiichs 90DOSA726 229759 142324 R e
P S5715r20Ld BOBEEIN13 241413 1.501.70 R -*E
b 3405572084 QOGRE2 TG 2,136.44 137524 R

P




You can print your paycheck stub by selecting Print

Chack Number 9000856183 i soee Soreen € b cincnn @t B Dre R Mo
Chech infonmalion los SANMY SALTHAWNK ..
L -
E mployne Informatkon Emplrpee Inlormation m
tagrmp PR C v R0 S0 DO R Y ama SAMNTY SALTHAWY Baa
Larsas VEMN PLUM agoens 107 BERDNE LN
PO B0 1 HUTOHINS Ob, 5 67500
HUTIC M RO, K3 G750 - 1000
Chech Delail Inloomatson
Chace Dwe TR Jenan vuspes LMK
Ohech Murtdy  RGR 18) Pt dmpent 8. XDD5TF
Lraeen Tyoa  Manguiler
lanable Wage Infoamaiion
e e P Wy o
Grows Wages: AL FRLCE e A
Mlirni g Dpchicmons Bl Decrasss Tax LL1N S 1nW nw hIR

Fugt Tanpbay Bengfay
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L Faton Mours Afecamn | Ratere gt 0 Fomarn W e Pavicd End

7 e TE 2162 183 7T 164 78 oIS
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HOW TO LOCATE AND CHANGE YOUR EMPLOYEE
INFORMATION ON SKYWARD

STEP 1
LOG INTO SKYWARD USING YOUR LOGIN ID AND PASSWORD

e ——

A7

SKYWARD

OAK CREEK-FRANKLIN JOINT SD. WI
Qak Creek-Franklin Joint School District, W1 - Finance

Forgot your LogevPassword?

STEP 2

CLICK ON EMPLOYEE INFORMATION LOCATED ON THE LEFT
HAND SIDE OF THE SCREEN

OAK CREEK-FRANKLIN JOINT SD, WI
SKYWARD

Home |+ Time | True
Information Off | Time

4 M > Personal Information &



—>

STEP 3

CLICK ON PERSONAL INFORMATION

~ Employee Information

~ Payroll

Personal Information
Calendar

Accounts Payable Payments
Online Forms

|[Efsds)s

Check History

Check Estimator
Calendar Year-to-Date
Fiscal Year-to-Date

Direct Deposit Information
W2 Information

W4 Information

1095 Forms

Flex Information

EF eF oF o T 7 F P P

A DROP DOWN MENU WILL APPEAR.




STEP 4

FROM THIS DROP DOWN MENU YOU ARE ABLE TO MAKE
CHANGES TO YOUR ADDRESS OR YOUR PERSONAL INFORMATION.

~ Please Click on Employee Info to verify your

work email address is listed as 1% email. All
communication will be sent to your work email

r Demographic

Employee Info |
Address

|

address.
¥ Personnel
Personnel Info ] Click on address, click request changes and
Lane/Step History update your address. Click save when done.

Prof Development
Assignments
Certifications
Fixed Assets

Click on checks, click on the check number
you wish to view, click print if you would

¥ Payroll like a paper copy. Click Back button to exit.
Checks
Check Estimator To make a change to your direct deposit
Calendar YTD complete direct deposit form located on the
Fiscal YTD District Website under Staff Resources,

History Report
Direct Deposit
W2 Information

Human Resources forms. Scan to Payroll Dept
when completed.

Il 1

W4 Information To view your W2 information, click on W2
1035 Forms information, click on the year you wish to
Flex Information view, click print for paper copy. Click Back
Time Off Status button to exit.

To make a change to your W4 form, complete
the W4 form located on the District Website
under Staff Resources, Human Resources forms.

UNDER PAYROLL TAB, Scan to Payroll Dept when completed.

CLICK ON CHECKS TO VIEW
YOUR PAST AND PRESENT PAY STUBS. YOU WILL ALSO BE ABLE
TO PRINT YOUR PAY STUBS.

CLICK ON DIRECT DEPOSIT TO VIEW YOUR BANKING OR
ACCOUNT INFORMATION. PLEASE COMPLETE FORM TO MAKE
CHANGES.




YOU ARE ALSO ABLE TO PRINT AND VIEW YOUR PAST AND
PRESENT W2 INFORMATION.

TO MAKE A CHANGE TO YOUR W4 INFORMATION, COMPLETE THE
W4 FORM LOCATED ON DISTRICT WEBSITE UNDER STAFF
RESOURCES, HUMAN RESOURCES FORMS, SCAN TO PAYROLL
DEPT WHEN COMPLETED.
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