NAVIGATING THROUGH
SKYWARD

TIME OFF



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 onl!

SKYWARD

OAK CREEK-FRANKLIN JOINT SD, WI
Oak Creek-Franklin Joint School District, WI - Finance

Login ID: | |

[—JSig" n If you forget your

Forgot your Login/Password? password, click here
and follow prompts

Login Area: |All Areas v
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OAK CREEK-FRANKLIN JOINT SD, WI

KYWARD o <\_ Start off on your Home page at
mployee ime
¥ Information = Off
. tabs on the top left.
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TIME OFF

H LET e 7
OAK CREEK-FRANKLIN JOINT SD, WI Click “Time Off” to see your

SKTWaARD Time Off status...
Employee il
¥ | Information e €
+ Time Off
al
N My Status L
My Requests Lm|
Employee ML=
HoMe v |nformation | o)1
o ‘ n My Time Off Status ‘Ji' @ @ - ‘i:?Favoritesv {T_J New Window IEI My Print Q
Views: |Gener‘al v | Filters: | *Skyward Default v | m E,j e
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 |
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M~ My Time Off Status W
iews: Filters: | #*Skyward Default v |

Prior Year Future F
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“onpTwEOFE | om| #hoom ihoom | ohoom ohom ]

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

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

02/09/2018 Fri PTO-12 8h 00m 32h 00m




...and also to Request Time
Off.

OAK CREEK-FRANKLIN JOINT SD, WI
SKYWARD
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+ Time Off

Employee RIlus
Information )¢

T I\ = L

{d MyRequests ¢

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

KYWARD

Employee

Lomc e Information

Reset Dashboards

|« 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
Start Time: |08:00 8
Asterisk (*) denotes a required field




e Add - 05.18.02.00.12 - Mozilla Firefox - B

(i & At the top, you'll see your remaining and approved Time Off as well as Time - @ W =
Off requests waiting for approval and available Time Off left. -
Add q g PP e
Remaining Time Off
Future Future Future
Time OFff Code Remaining Approved Waiting Available Remaining Waiting Available
SICK 12.75 Days 12.75 Days
Z - INTERNAL TRACKING - DAILY -3 Days -3 Days
Ime eques
When Ti Off Request
requesting fime = - 1. off code: [ SICK - Days v Hours per Day: 8h 00
off in days, * Reason: | SICK LEAVE w Detall...
make sure to Description: [SICK LEAVE Using the drop down arrows, enter your information in
. ) * ) 0
request off in . the fields with an (*) and a description
quarter hours * Start Date: [06/13/2018 ||| Wednesday
(-25,.5,.75, 1- Days: 0.0000

per employee

Start Time: |08:00 AM
handbook)

[ 1sub Needed

Asterisk (*) denot quired field




e Frontline - Sign In - Mozilla Firefox -

(@ @& https://loginfrontlineeducation.com/laginsignin=5965f8c8e7994eed 7c1c7535cdc82b45 & product|d= ABS e @ | =

frontline

an

Absence Management
Formerly Aesop

Sign In

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.

Once at Aesop, log in and

request your sub.
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IF YOU ARE NOT USING YOUR OWN COMPUTER,
MAKE SURE TO LOG OUT!





