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NAVIGATING YOUR WAY THROUGH EMPLOYEE ACCESS
Employees may view additional tabs based upon the rights given to that employee.   

Employee Information

Here employees will be able to view their personal information including, but not limited to, name, address, phone, emergency contacts, payroll and accounts payable check history, W2 history, W4 status, and direct deposit information.  Employees will have the ability to request changes to such personal information including address, phone, email, emergency contact.      
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*Please Note that all fields will not be used by the ROE.  









Time Off

The Time Off Module is used for tracking all days off employee’s receive based on their employment status.  

[image: ]To review your current requests and to add a new request click “My Requests”.  All days submitted will be displayed in the window below.  Within this window you can add, delete, and edit your days off requests.  The “Clone” button will duplicate the current entry if only minor changes are necessary to your day off request.    








[image: ]Click “Add” to request a new day.  The screen below will appear.  Complete as needed and submit for approval by your supervisor.  If you would like others in your department to be aware of your days requested, they may be added.  
The status of your request can be seen on the “My Requests” screen under status.    








True Time

Hourly employees will use True Time for tracking their daily time sheets.  From this menu you will also have the ability to submit your weekly time sheets and run historical True Time Reports. 
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To enter your time click “Quick Entry”.   Simply click the “In” or “Gone for the day” at the top of the screen to track your punches.  Click “Edit Existing Times” if you need to adjust your current time.  “Add a Missing Record” will be used to add any missed punches.  To navigate through the days of the week click “Prev Day” or “Next Day”.  
When all hours are entered for the week click “View/Submit Time Sheets”.  Here you will be able to review your current time sheet before submitting to your supervisor for approval.  
Times sheets must be submitted weekly by 11:59 pm Saturday.


image6.png
574 True Time Quick Entry - 05.14.06.00.04 - Google Chrome.

https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinregionalofficeoeil/httemmain000.w

REGIONAL OFFICE OF ED 17, IL LIVE Murray Gil  Account | Preferences | Ext | | 2

<l ) True Time Quick Entry % © [ @ taravorizse {]ew Window i iy Prt Queue

e 22

Current Status Totals fresh

Current Status: IN Fri 07/25/14 Total:

Strt Tme:  9:01AM Scheduled Hours:

Current Time:  9:01 AM Lunch Totak

Duration: Weeky Totak
Scheduled Retum:
Note:

<Prev Day Current Day Next Day> View/Submit Time Sheets

Transactions for Friday 07/25/2014 for |GILL MUR000 _|Gil, Murray S

Status Start Tme EndTime| _Duration] Note <] estme

Existing
Times

Addaissing
Record

—

« I »

javascript:changeMe('IN")





image1.jpeg
OrFiCEOF REGIONAL OFFICE OF EDUCATION #17

EDUCATION

Serving DeWitt + Livingston - Logan - McLean Counties

MARK E. JONTRY DIANE E. WOLF
Superintendent Assistant Superintendent





image2.png
<74 Employee Access - 05.14.06.00.04 - Google Chr

https://skyward iscorp.comy/scripts/wsisa.dll/WService=wsfinregionalofficeoeil/semhom0Lw

©2014 Skyward, Inc. All ights reserved.

REGIONAL OFFICE OF ED 17, IL LIVE

REGIONAL OFFICE OF ED 17, IL LIVE EEu A PR DAL AR
WARD"
Time Tue  Budget .
OF | Time | Management | PUrchasing |
~ Employee Information ~Payroll ~ Personnel Activity Report
Personal Information €| | Check History €| | My Personnel Actvity Reports )
Calendar €| | Check Estimator @
Accounts Payable Payments €| | Calendar YeartoDate @
Online Forms €| | Direct Deposit Information @
W2 Information @
W4 Information «
B Employee Access Home o]

?

Windows 7 / Chrome 36





image3.png
§§4 My Time Off Requests - 05.14.06.00.04 - Google Chrome
httpsy//skyward.iscorp.com/scripts/wsisa.dll/WService =wsfinregionalofficeoeil/rtorgbrws00Lw

REGIONAL OFFICE OF ED 17, IL LIVE
WARD"

Wuray G Accout | Preferences | Bt | |2

L Budget .
T et |

Home | ErPovee |B Management

| <4l My Time Off Requests # | © B @ Yeravortesv ]new Window S8 My Print Queue |
Ve [ceneza1 ¥ s [-skpsa sefants ] YE &

Edt

* (_pekte
Coone.
Aftach.

Date v Time| Amount|Type [Status | Year |Time Off Code Resson Descripton A

25+ 1 recods dspoed L —





image4.png
¥4 Add - 05.14.06.00.04 - Google:

https://skyward iscorp.com/scripts/wsisa.dll/WService=wsfinregionalofficeoeil/rtorqedit001w?isPopup=true

LRS- 2E

e T —

Waximum characters: znu Ranaquwms. 2

Select additional employees to notify when this request is submitted and approved/denied

ILindsay Marie L

Add
I
|| Remaining Time off
I Fuwre  Future  Future
|| Time ot code Remaining  Approved  Waiting  Available  Remaining  Vaiting  Available

FLOATING HOLDAY 50ays 5Days

PERSONAL 208y 208y

sk 100ays 100ays

VACATION oDays oDays

Time Off Request —

Back

R — ()

Asterisk () denotes a required field

javascriptif (cbs("bSave’) {saveRequest(:]

2]





image5.png
¢4 My Time Off Requests - 05.14.06.00.04 - Google Chr

https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinregionalofficeoeil /rtorgbrws001.w

REGIONAL OFFICE OF ED 17, IL LIVE
WA

Home | EBioyee

Wanganent | Puchasna

~ True Time ~ My Time Sheets

Quick Entry Unsubmitted |

My History
Employee Locator
My Setup

Data Mining
Reports

History o

[afsdefuiafs]

uray Gi_ Acoount | Prefeences | Ext | |2

U

20 | 0 records displayed

[ —





