Employee Access
Time Off - Approvers

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

Everyone’'s Widgets

[#] Cafendar Events #! 4 District Information
|J Last Five Legins 1#| RSS Feeds

I Skyward Twitter Feed o Web Favorites
Employee Widgets

| AP Payments W\
[#| % Favorites W
| # My Print Queue s
L Notifications ] # Recent Programs
& Requisitions Awaiting My Approval [ Task History

ager | Task Procasses

I®) Time Off Awaiting My Approval 5 | Time Sheets Awaiting Lower Approval
Y ¥ Approval I True Time Current Status

Secured User Widgets

¥ Available Funds _| Budget Transfers Awaiting My Approval
| Check Requests Awaiting My Approval [l customer Access Requests

¥ District Login History Graph ¥/ District Print Queue

| District Print: Queus Activity | Email Errors

|| Employee Pseudo Approval ! Journal Entries Awaiting My Approval
| Open Database Transactions L program Locator

¥ # Release Notifications i Student Locator

+ Indicates a widget that is suggested by the district.

4. Click Save
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5. Widgets will now show on your Employee Access dashboard
[
<[~ & Employee Access

Jump to Other Dashboards ] © Time Off Awaiting My Approval
[T 07/08/2019 1.25 Days VACATION

*Calendar

07/08/2019 1Days PERSONAL LEAVE-STATE
07/09/2019 1.25 Days VACATION

Employee 07/10/2019 1.25 Days VACATION

Reset Dashboards Select Widgets L 07/11/2019 1.25 Days VACATION

District Information @ | © Time Sheets Awaiting My Approval e

Eagle Mountain Saginaw I S D 05/19/2019 - 05/25/2019
1200 OLD DECATUR RD 05/26/2019 - 06/01/2019

FORT WORTH TX 76179 05/18/2019 - 05/25/2019
05/26/2019 - 05/01/2019

05/18/2019 - 05/25/2019
05/26/2019 - 06/01/2019

2 Ramislﬁuns Awarlng My Approval

Number Description Amount 06/09/2019 - 06/15/2019
3021500143 18/20 SchoolMessenger Complete $34,456.59 Al D] + 06/23/2019 - 06/29/2019
fenzual 05/19/2019 - 05/25/2019

05/26/2019 - 06/01/2019

Employee’s Time Off Per Week
ERS i bt 06/02/2019 - 06/08/2010
0.1 06/09/2019 - 06/15/2019
B 012 06/16/2019 - 06/22/2019
$ 00 06/23/2019 - 06/29/2019
E’ 0.08
f - Time Sheets Awaiting Lower Approval a
002 a (] o ] ] i

You do not have any Time Sheets Waiting L ower Approval,

& & 9 ° > ¥ ] strict Login History Graph
& 5 & 5 < = = p
N N A A A AY ~

Date Not availabie when logged into the Employee Access Area

<< 07/07/2019 - 07/13/2019 >

Calendar Events

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

Employee Biut8 Trus FastTrack FastTrack
Information 8 iE8 Time Open Positions | Screener

~ + Time Off
My Status
My Requests
\ \
My Appro /als>//—
My Employees R

BT EF T P
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4. All requestes Waiting for Action will display

L] ﬂ | My Approvals W (275) | & B 17 Favoritesw ] New Window £ My Print Queue |
Number of Time Off Requests set to Approve: o | Submit
. Approvals '
Number of Time Off Requests set to Deny: 0 | and Deniais |
Views: |Wai1::i_ng for Ikpproval (scrted by date) LI T @l @ & | Aftach |
Filters: |*Reques*'5 Ha:l.tlng for prproval [sorr.ed by dal:e] _I
Date & Name Appme Deny | Noles | Requesled Tipe | Fut Bef”'e “’;‘vﬂ:d Time Off Code | Reason iﬁ“éﬁ;:i |
Issac E Juntunenscx E-M 05 Das|used | | 0o 25t M Setect Al |
» {}Eh_s,-'z.olz. Thu Issac E Juntunenscr I_ o 0.5 Days Used 28.5 Days 28 Days LOCAL SICK SICK - SELF -One Emp- |

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

Views: |Waiting for Appvﬂval :sorted by date}
Waiting for

Waiting for Apprnvel [5Grted by nam&]
Approved Begquests after Today {gorted by date)

Denied Requests after Today (sorted by date)

All Waiting plus Approved and Denied after Today (3orted by date)
A1l Waiting plus Approwved and Denjied after Today ({aorted by name)
A1l Requests (dorted by date)
11 Eeqguests (sorted by rame)

Filters:

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

Before After|
|Fut | Approved|  Approved Time Off Code | Reason B

l!ﬂﬁﬂﬂll:EQanmm Jymmum J;f

il

Mams a | Date. (Approve |Deny | Motes| Requested Type

[+ Request Approval History |
» Remaining Time Off
» 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 | spprovas |

| and Denials |

[ AMach |

| Requesis |
Bwaiting
Lower Level
| Approval

Calendar
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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 | Oversee
c. Click Save

Set Calendar Display Options (]

Calendar Display Options

¥l Display Calendar Events Back,

1y Time Off Entries
! Display My Employees Time Off

Only Employees That Report Directly to Me
® All Employees Under Me

D|sp|ay Time Off of Employees I Oversee
e/First Initial instead of default First Name/Last Initial
v D|t3p|a\r Selected Employee Management Calendar

4] Display Employee Management Calendar Details Below Calendar
2213-2820 Plan 12 Month Employ

e v

235 Day Calendar "DIREE’C? / TECHNDLOGY / TECHNOL DCV)
Calendar Description {Position / Assignment [ Bu:ldmg)

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

L] My Approvals W (275) B’ B 0 Favaritesw ] New Window ":ﬁll‘.’ly Prini Queus

Number of Time Off Requests set to Approve: o

Submit
Approval
Number of Time Off Requests set to Deny: 0 anﬂpé';\n?f;s
Views: |Waiting for Approval (scrted by date) - & Attach
- ‘l* s e o = Vo B @ -
Frlters,| Requests Waiting for Zpproval [eeiieweiy date) _VI
Cale Hame /Approve | Deny jotes |  Reguested Type Ful Apg?){\?; Appr:j:«; Time Gff Code Reason i‘ﬁleEi;?g-
b 08/22/2012 Wed |Issac E Juntunenss E-E- | 0.5 Days|Used || 29 Days| 265 Days|LOCALSICK __[sick- sl | iy
P 08/23/201Z Thu Issac E Juntumenscn 0 0.5 Days Used 28.5 Days 28 Days LOCAL SICK SICK - SELF -One Emp-

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

B ﬁ My Approvais % v [ @ 1rFavoitesy §) Hew Window #5a My Print Queue

Mumber of Time Off Reguests set to Approve: 5 Submit \I\/
A I

Humber of Time Off Requests set to Demy: 3 ,mgpéi,,f;s

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