How to Create and Submit Time Off Requests for Approval

Go to Employee Access and click Time Off tab
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My Time Off Requests — View all pending and approved leave history
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SKYWARD
| Employee MIWEN True  FastTrack |
S M Information Time ‘ Open Pasitions |
‘ I > My Time Off Requests W (9] @ @ 7 ravortes™ T New Window £ My Print Queve
Filters: | *3kyward Default v| hid M E_] & Add
Date Time|  Amount| Type | Status Year Time Off Code Reazon Destription
b 02/19/2016 Fri 4h 00m| Used | Approved |Current. |COMP TIME COMP HOURS COMP HOURS .l
b 01/22/2016 Fri  B:00am  1Days Used Approved Current STATE PERSOMAL PERSOMAL DAY PERSONAL DAY Clone

b 01/15/2016 Fri  B:00am  1Days Used Approved Current LOCAL LEAVE EMPLOYEE ILLNESS EMPLOYEE ILLNESS Atach




How to create an absence

Click Add to create leave requests based on availability and submit for approval
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‘ H [» My Time Off Requests w (O] @ @ 57 ravortes T Mew Window BT My Print Quew
wews;lﬁeneral v| Fi|ter5;|*5kywar:l Default v| T (i} E‘ﬂ ﬂ;_q

Date = Time| Amount Typ-a Status Year Time Off Code Reason Description
02/19/2016 Fri 4h 00m Approved COMP TIME COMP HOURS COMP HOURS .l

b 01/22/2016 Fri  B:00am 1Days Used Approved Current STATE PERSONAL PERSONAL DAY PERSONAL DAY Clone

b 01/15/2016 Fri  B:00am  1Days Used Approved Current LOCAL LEAVE EMPLOYEE ILLNESS EMPLOYEE ILLNESS Attach

Add

Remaining Time Off

Future Future Future
Time Off Code Remaining Approved Waiting Available Remaining Waiting Available
LEAVE WITHOUT PAY 0 Days 0 Days
LOCAL LEAVE 8.5 Days -
NO CHARGE LV 36.5 Days 4 Select Time Off Code and Reason.
PROFESSIONAL LEAVE 0 Days Description - A detailed description may
STATE PERSONAL 101.5 Days 1 be typed in this area.
STATE SICK 0 Days
Type — Select leave type
Time Off Request . , , Save
e Single Day options is for a one Back
=Tj :|LOCAL LEAVE - Days . =
Time Off Code: | ! date only transaction
* Reason: [EMPLOYEE ILLNESS v]

e Date Range option is to select
several consecutive days
Maximum characters: 200, Remaining characters: 200 (Do not include a non-duty day in this range.
Type: ® Single Day A new entry must be created if a non-duty

() pate Range date interferes within the date range)

* Start Date: [07/26/2016 D Tuesday
Days: Start Date — Click calendar provided and select the first date of leave

Start Time: e “Start Date” and “End Date” option will appear when selecting Date Range
Isub Needed Days — Select days as one day or half day
Ly sl 1 e One full day is entered as 1.0000
Select additional employees tond ®  Half-day is entered as 0.5000

Description: EMPLOYEE ILLNESS

Select Employee(s): Hours - Hours option appears only when leave is selected as “Comp Time”
e Enter total comp time hours for the leave
Start Time —

e Start time for a full day of leave is 8:00 a.m.

e Start time for a half day morning absence is 8:00 a.m.

e Start time for a half day afternoon absence is 1:00 p.m.

Sub Needed — Select only when a substitute is required for the absence
Save — Saves request and submits for approval

Back — Cancels current transaction and will not submit for approval




Select Employee(s) option notifies employees in your department/campus about your leave request. Final Approver
and Time Manager are automatically notified of your request

Select additional employees to notify when this request is submitted and approved/denied
Select Employee(s):

Asterisk (*) denotes a required field

SEMS screen will appear when Sub Required option is checked.
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Select Role: llf) Administrator "!‘ Employee

Home Administrator System Operations ~ System Configuration ~ Parameters -« Telephone ~ Reports -

Create Job

SKYWARD CREATE ABSENCE REQUEST
This Create Absence request was initiated from the Skyward system.
To complete this absence, press Continue and proceed until a job number is assigned.
If vou decide not to create this absence, press the Cancel Request button.

Create Absence
Abpsence Information

Employee: [

Location: |[TECHNOLOGY 105909 ~|
Classification: |[DATA PROCESSING ~|
Reason: [01 LOCAL LEAVE ~|
Start End
Dates: |[o7r26/2016 ~  [o7i=6/20186 | [
(MM/DDA Y ) ]

REPORTING MULTIPLE DAY S= - Dates: These dates should match the
If the days are non-consecutive, remember to "uncheck™ the day(s) fir{ Original Skyward date range absence(S).
If every day of the absence does not start and end at the same time, ry

Do not edit date ranges at this point.

Absence
Start Time End Time
Weekly Schedule (hh:mm am) (hhzmm am)
Monday /] [08:00 AM |05-00 PM
Tuesday [ [08:00 AM |04:00 PMm

| |
| |
Wednesday [/ [08:00 AM | [05:00 PM |
| |
I I

Thursday [ [08:00 AM |o5:00 PM
Friday [/ [08:00 AM |os:-00 PM
File Aftachments: Bmwsk (Maximum file size=2048K)
Administrator File Attachments: File attachments may

Comments:

be uploaded here.

Cancel Requeskt

Terms of Use | Prvacy | www eschoolsolufions com
2 2001- 2016 eSchool Solutions, Inc. All rights resenved. SmartFindExpress 2.5.0.100632

Review absence confirmation. Click on Create Absence.



How to Cancel a Time-Off Request

An unapproved time-off request can be cancelled by clicking on Delete or edited by clicking on Edit while in “Waiting
status”. You will notice a time off request in “Waiting” status when the transaction is highlighted and the Edit and
Delete options are active and available.

‘HF My Time Off Requests W 0 @ ﬂ f:(FavnritesV {DNew Window @My Print Quege
wgws;‘ﬁeneral v‘ Fiters: ‘*Skywar:l Default v‘ Y M 4 uL.Q Add
Date v Time| Amount Type |Stafus  |Year  |TimeOf Coce Oeztription Edi
T T N T
b 04/01/2016 Fri  12:00pn 4hiSm Used Approved Current COMP TIME COMP HOURS My son has an apt, with his p Cione
b 03/0%/2006 Wed  B:00am  1Days Used Approved Cument STATEPERSONAL  EMPLOYEE ILLNESS EMPLOYEE TLLNESS ([ have & Aach
An approved time-off request cannot be cancelled if the Delete option is not active.
4l » My Time Off Requests W O [2 W Sirsvodtesv $New Window £ My Print Queve
Views: | General v/| Fiters: | *Skyward Default v Y ® N, add
Date v Time; Amourt Type Status Year Time Off Code Reason Deszription
» Approved | Current | COMP TIME COMP HOURS | COMP HOURS - Family Emerg
b 04/ 1:00pm 4h00m Used Approved Current COMP TIME COMP HOURS COMP HOURS Clone
P 04 8.00am 0.5Days Usad Approved Current LOCAL LEAVE EMPLOYEE ILLNESS EMPLOYEE ILLNESS - Drs. Ap Attach
b 02 1:00pm 4h00m Used Approved Current COMP TIME COMP HOURS COMP HOURS
POl 8:00am 1Days Used Approved Current STATE PERSONAL PERSONAL DAY PERSONAL DAY
P 01/15/2016 Fri  8:00am  1Days Used Approved Current LOCAL LEAVE EMPLOYEE ILLNESS EMPLOYEE ILLNESS
An approved time-off request can be undone by cloning the unwanted transaction.
4l » My Time Off Requests © [ M Tirsvotesy T New Window My Print Queue
Views: | General v/ | Fiters: | *Skyward Default v Y i 5 .11,, Add
Date v Time, Amount Type Status Year Time Off Code Reason Deszription

P 05/19/2016 Thu - 1 {Us { COMP TIME COMP HOURS

b 04 1:00pm 4h00m Used Approved Current COMP TIME COMP HOURS COMP HOURS Clone
b 04/ 8:00am 0.5Days Usad Approved Current LOCAL LEAVE EMPLOYEE ILLNESS EMPLOYEE ILLNESS - Drs. Ap
P 02 1:00pm 4h00m Used Approved Current COMP TIME COMP HOURS COMP HOURS

P 01/22/2016 Fri  8:00am 1Days Used Approved Curent STATE PERSONAL PERSONAL DAY PERSONAL DAY

P 01/15/2016 Fri  8:00am 10Days Used Approved Current LOCAL LEAVE EMPLOVYEE ILLNESS EMPLOYEE TLLNESS



The hours must be reversed from the original transaction as a negative amount. Click on Save and a new transaction will
be created and will be in “Waiting” status for time manager and higher approver to approve.

Remaining Time Off

Future Future Future
Time Off Code Remaining Approved Waiting Available Remaining Waiting Available
COMP TIME 2h 45m 2h 45m
LEAVE WITHOUT PAY 0 Days 0 Days
LOCAL LEAVE 3.50Days 3.5Days
NO CHARGE LV -47.5 Days -47 5 Days
PROFESSIONAL LEAVE 0 Days 0 Days
STATE PERSONAL 465 Days 465 Days
STATE SICK 0 Days 0 Days
Time Off Request Save
* Time Off Code:[COMP TIME - Hours Hours per Day: 8h 00 Back
* Reason: | COMP HOURS vV Detall...

Description: \COMP HOURS - Family Emergency

i . Friday

0 Vv minutes

Note: Deleting/Editing an absence in Skyward will NOT delete/edit the corresponding substitute request in SEMS.
Your campus SEMS administrator will need to cancel/edit the substitute request. Please notify them immediately.



