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Employee Access – Time Off: Employee Access Link  
 
 
My Employee’s Time Off: Dashboard Widget 
 
1. Login to Skyward Employee Access 
2. Click Select Widgets 
3. Under Employee Widgets, check box next to 

a. Time Off Awaiting My Approval 
b. My Employee’s Time Off Per Week 

4. Click Save 
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5. Widgets will now show on your Employee Access dashboard 

 
 
Time Off – My Approvals allows Supervisors to approve or deny Time Off Requests submitted by 
their employees. 
 
1. Login to Skyward Employee Access 
2. Click on the Time Off tab 
3. Click My Approvals 
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4. All requestes Waiting for Action will display 
 

5. Click the drop-down arrow next to View to filter which Requests display 

6. Click the drop-down arrow next to Request to review detailed information and see Other 
Employees with Time Off on this Day 

7. Click the Calendar button to view Time Off Requests in Month format and 
assist with determining if there are mulitple requests for the same day 
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8. Click the Calendar Options link to configure your calendar to display My Employees Time Off 
and make selections: 

a. Display My Employees Time Off 
i. Only Employees That Report Directly to Me OR 

ii. All Employees Under Me 
b. Display Time Off of Employees I Oversee 
c. Click Save 

9. Click the Approve or Deny box next to each Request 
 

10. Summary will display how many Approvals/Denials are ready for Submitting 

11. Click Submit Approvals and Denials 
12. Click Ok to confirm submission 
 


