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LOGIN

At the original sign-in screen, please use the login (your last name followed by your first letter of
your first name. Example: Frank Martinez would enter martinezf. (There may be a few exceptions
to this if there is more than one employee with the same login.) If you have the same login as
someone else in the system you may use 2 letters from your first name or the first letter of first
name and a number at the end of your login. Your login should be the same as your e-mail
martinezf@lisdtx.org. If this is your first time to login and you do NOT have a Skyward Finance
login, you may have to click on the Forgot your Login/Password to reset your password. All new
employees will need to click on the Forgot your Login/Password to setup an Employee
Access account. You should be prompted to change your password the first time you enter
Employee Access.

Substitutes (in most cases) have a personal e-mail in the system. Your initial password is your
birth date (MMDDYYYY). You will be required to change your password the first time you log into
Employee Access.

If you have a Skyward Finance login, Employee Access is on the same database and shares the
same password. Skyward Student and Family Access are on different databases and do not
share the same password.

Note that screen views and menus may vary throughout Employee Access depending on
each employee’s setup and/or which Skyward option(s) the employee chooses to use.
Also you may have issues with Pop-Up Blockers — Allow Pop-Ups so you can login and
use Employee Access.

File Edit View Favorites Tools Help

& Convert v [ Select

Login ID:

Password

Forgot your Login/Password?

5.12.10.00.06-10.2

Login Area: |21l Areas [=]

© 2012 Skyward, Inc. All rights reserved Windows 7 / Internet Explorer 8

= A n o g 1020AM | |
) l @ (L= Loy

If you click on Forgot your Login Password above, the following screen will appear. Enter your
user name (example: martinezf) and click the Submit button.

Employee Access Instruction Manual Page 2 of 32
July 2023


mailto:martinezf@lisdtx.org

§71 https://skyward iscorp.com/scripts/wsisa.dil/Wservice= O ~ @ & X J (7 0512.10.00.06-10.2

File Edit View Favorites Tools Help
x @ Convert + [ Select

7 '
SKYWARD

Forgotten Login/Password Assistance

Please enter your email address or user name. If it matches
the email or user name the district has on file, you will be
sent an email containing your login and a link that can be

used to reset your password.

Email or User Name: |

Submit Back

If you are a regular employee, you should receive an e-mail from the district after you click ok
below. If you do not receive an e-mail, please contact Wanda Bunting buntingw@lisdtx.org in the
Administration office so she can help you setup your account. Substitutes that do not have an e-
mail account setup in Employee Access will not be able to use the Forgot your Login/Password
feature.

Skyward

Your request has been received by the district. If you don't
receive the email soon, please contact the district.

oK

(2 Forgetten Login/Password Assistance - Windows. v L o0 e |
e

| hetpsn iscorp.com/owal’ pengii= mitRhWCHHvRGbFhiZpef)cBr CAP ixP %2frqQ6egpbFED2vAOV 262bLi2nAAAIIENNpFTS635 I AMYEAAAL KECJAAAARpspid=_1352211642000_ 4221 @

Reply ReplyAll Forward ¥ - 52- & @& & X - o

Forgotten Login/Password Assistance

do.not.reply@lampasas.k12.tx.us

To: Wanda Bunting
Tuesday, November 06, 201210:27 AM

We received a request to reset the account associated with this e-mail address. If you made this
request, please follow the instructions below.

If you did not request to have your account reset you can ignore this email.

WANDA MARIE BUNTING (BUNTIWANOOO)
-

n g
ick or paste the following link to reset your account:
https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinlampasastx/skyportexpired.w?
1d=14004&dc=2456239&tc=37662&lg=buntingwsenc=lbwakigcfaddfivp&hforgotLoginPage=seplog0l

s Logged: 70.253.196.126

District: Lampasas ISD Fin
District Web Site:

State: TX

District Code: 141901

If you click on the link provided in the e-mail above, you will be prompted to enter a new password

(see below).
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Once you enter your new password and confirm your new password, click submit. Then click ok
on the pop up window. You will have reset your password and will be directed back to the login

screen.
[E=EER
§.¢ o3

¢74 https://skyward.iscorp.com/scripts/wsisa.di/WService=w: O @& & X || (74 051210.0006-10.2 o

File Edit View Favoritss Tools Help
% @ Convert v [ Select

Forgotten Login/Password Assistance [

Please enter a new passiserdr —
Name: BUNTING, WANDA
Login: buntingw

New Password:

Confirm New Password:

B

Minimum Password Length:
Number of Passwords Before Reuse: 0

Name Used As: SECURITY USER
VENDOR
VENDOR ORDER FROM
EMPLOYEE

Enter your Login ID (example: martinezf) and new password and click Sign In to enter Employee
Access.

\

SKYWARD

Lampasas ISD Fin

Login ID |

Password: |

| signin

ord?

05.12.10.00.06-10.2

Login Area” 211 Areas =]

.—1nlm

§7; hitps://skyward.iscorp.com/scripts/wsisa.dll/WSenvice=wsfinlampasaste/semhomiLw

Lampasas ISD Fin XXXXXXXXX Account | Preferences | Exit | | ?
| SKYWARD®

Employee  Time Account
mv Information = Off  Master = ~Ureasing

« & Employee Access

New Window F_pt My Print Queue

1 [ B @ 7 Favorites w

Jump To Other Systems

My Favorites My Print Queue

Employee Access Job Status i Employee Access
My Time Off Approvals 1| | Pay Distribution Report - Title I Comparability Report Completed Financial Management
My Time Off Requests | | pay Distribution Report - Title T Comparability Report Completed L Human Resources
Human Resources Pay Distribution Report - Title I Comparability Report Completed 4 Product Setup
Employee Profile - Org Chart | Pay Distribution Report - All Employees for Acct Range Completed S —
Employee Management Reports

Py d P 8 10/15/2012 Check Infarmation Completed Recent Programs
Salary Neg Reports L'm] —

Be sure you are in Employee Access if you have more than one option at the top right side of
your screen. You may need to “Jump to Other Systems” and select Employee Access.
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§73 https://<kyward.iscorp.com/scripts/wsisa.dll/WService= wsfinlampasasbe/semhom0l w

Lampasas ISD Fin
SKYWARD
Employee | Time
Information . Off

My Favorites

- & Employee Access

No favorites available. Job Status

No items available.

YXXXXXXXXX Account | Preferences | Exit | | ?

ﬂ Employee Access Home

F @ vy Favorites ] New Window £S5 My Print Queue

My Print Queue Recent Programs

Direct Deposit Information

Personal Information

Accounts Payable Payments

Check History

My Status

District News

No news to dispiay.

Calendar Year-to-Date

Calendar

W4 Information

W2 Information

© 2012 Skyward, Inc. All rights reserved.

Windows 7 [ Internet Explorer 9

®125% v

Once in Employee Access, click on Employee Information to see additional menu options. The
top row is your first menu. You can always click on Home to go back to the Home screen or you

can C|ICk on Employee Information or Time Off.

( i https://skyward iscorp.com/scriptsfwsisa.dll/WService=wsfinlampasasty/semhemil w

Lampasas ISD Fin
SKYWARD

( Employee NIl
pion | Informatior  BNeIf}
4 = Employee Information « Payroll

i Personal Information Check History
Calendar Year-to-Date
Direct Deposit Information

W2 Information

Calendar
Accounts Payable Payments

i

o o
i ¥ oF ¥ oF

W4 Information

2 6.0.9.0.0.0.0.0.4 Account Preferences

pue

Check History

My Status

District News

No news to display.
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CHANGE YOUR PASSWORD

If you would like to change your password for Skyward Finance / Employee Access. Click on the
Account link in the upper right corner, then click on Change Password.

@ Employee Access - 05.12.10.00.06-10.2 - Windows Internet Explorer - —— - —
|5 hitps://skeyward iscorp.com/scripts/wsisa.dll/WSenice=wsfinlampasasbo/semhomLan
Lampasas ISD Fin references | Exit | | 7
SKYWARD
‘ Employee = Time
i B
Information | Off (" 4 count Information - 05.12.10.00.06-10.2 - Windaws Intemet Explorer [

- 73 hitps://skyward. X fscripts/wsisa.dll/WServicezwsfinlampasasti/g tinfo001.w?isPopup=t b .
<@ Employee AqIELI st om0 WScrice winmpsizpnint 8L vs?opepeine T

Account Information - I
: | IF
- Change
No favorites available. Scconstinionndtien IEs Home

M OOOCOOOOOHOHKHXXXXXXKX Login tion
B XOOOOOOKIHXHXXXXXXXXK L=y k Poyments |
Password Last Changed: JENOINN 0 S S S S T e e ey Back

B XOOOCOOXXXKHXKXEXXXIKXKXKXXXKX -

B XX0000OOORKKHKHXKXXXXKX |

Home: e ¢ 6 e e

R OOOOOCOXXKXXKKXKXKX ]

p-Date

!

(= Account Information - 05.12.10.00.06-10.2 - Windows Internet Explorer l =HC é]
\,,ﬁ hitps://skyward.iscorp.com/scripts/wsisa.dll/WSenice=wsfinlam pasasty/skyportexpired.w?changepass=true&isP @
4 -
LIRS~

| Change Password

Enter the information requested below to access your account information.
Current Login: buntingw

Current Password: € D

Enter your current password and click submit.

Change Password

Please enter a new password.
Name: BUNTING, WANDA
Login: buntingw

Password Last Changed: 11
New Password$
Confirm New Password

Minimum Password Length: 3

Number of Passwords Before Reuse: 0 .

Name Used As: SECURITY USER
VENDOR
VENDOR ORDER FROM
EMPLOYEE

Enter what you want your password to be in both empty fields. Do not share your password
with anyone. Remember that this your personal information. Your social security number is
available on your W-2, so be sure that you keep your password confidential.
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PERSONAL INFORMATION — REQUEST ADDRESS & PHONE
NUMBER CHANGES

= Employee Access - 03.12.10.00.06-10.2 - Windows Intemet Explore

§{{ hitps://skyward iscorp.com/scripts/wsisa.dIl/WSenvice=wsfinlampasaste/semhomiLw

/" Lampasas ISD Fin XXX Account | Preferences | Exit

SKYWARD
Employee RINE
Information BNeIf}

'ormation ~ Payroll

Personal Information Lo Check History Ll
alen T Calendar Year-to-Date T
Accounts Payable Payments L Direct Deposit Information T
W2 Information LB

W4 Information LH|

If you select Personal Information you will see information currently on file for you.

.
‘= Persanal Information - 05.12.02.00.03-10.2 - Windows Internet Expl o] o |

§7+ ttps://skyward iscorp.com/scripts/wsisa.dll/WService=wsfinlampasaste/rempltabs00L.w

/" Lampasas ISD Fin POOOOCOO G ~ccount | Preferences | Exit | 2| ~
SKYWARD

Time
Home off

Personal Information % & @ 7 ravoritesw ] New Window £ My Print Queue
Employee: [AGGGEE PO

Employee Info

View
History

Checks

Employee Information

Calendar YTD

i Request
H!slory Repoﬂ Changes
Direct Deposit

W2 Information Name
W4 Information Conf.

Time Off Status Former Name: IO OO OO OC O o :
Spouse Name: No

AP Payments

UDF Tables
Phone
Long Distance Code Conf.
Ph 1: (512 N
Attachments one 1: (512) XXXXXX L
Web Post Phone 2: (512) No
Phone 3: (512) Ext: No

Email: martinezs@lampasas.k12.tx.us

You will see your phone numbers on file, your address information. Just select what you would
like to view. If you need to update your name, phone number, address you can click on Request
Changes.

You may make changes to your Former Name, Spouse Name, Phone Numbers and Address.
Once you make the changes, click Save. Your request will be sent to Human Resources
automatically and will be reviewed and approved within a week of submission.

You may also make changes to the Confidential flag (Yes or No). Just be aware Human Resource
uses information that is gathered upon employment as the official request for confidentiality. This
confidentiality flag is not the official way to make your information confidential. Reports and
inquiries do NOT pull this information. Please contact HR to update your confidentiality status.

Employee Access Instruction Manual Page 7 of 32
July 2023



/2 Personal Information -

— —
/= Request Changes - Employee Information - 05.13.02.00.03-10.2 - Windows Intemnet Explorer_

£ https//skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinlampasast/rgen2edit00] wlisPopup=true ﬂ‘

§7F hitps://skyward.iscorps

Lad
SKYWARD

Home

<\ Persol|

Demographic

Employee Info

Request Changes - Employee Information

Employee

Employee: 000909909904

Demographic Request Change - Employee Information

Name

Back

ﬁl My Print Queue l

1

Address Conf.
Payroll Former Name: No ~ |
Checks Spouse Name: No -
Calendar YTD
History Report Phone
Direct Deposit Conf.
W2 Information Phone 1:|(512) No =
W4 Information{ Phone 2:|(512) No ~
Time Off Statu I Phone 3:|(512) Ext: No
AP Payments Emai: martinezs@lampasas.k12.tx.us

\ Your change requests will be highlighted in red and once approved the red box will be removed.

LONG DISTANCE CODE

The district no longer uses long distance codes effective summer 2022. The employee handbook
states that: School telephones and fax machines are to be used for school business only. Personal long
distance charges to the school are not allowed. If an employee makes a personal call or fax charged to the
school, the employee will pay a $5.00 service fee plus the charge for each personal call or fax.

WEB POST DOCUMENTS

The district no longer uses the WebPost Documents. Bi-Weekly pay schedule, direct deposit
forms, W-4 forms and much more is available on the district website under Departments >

Finance > Payroll/Benefits.

PAYROLL

@ Employee Access - 05.16.06.00.06 - Internet Explorer

E=REcn

‘sn https://skyward.iscorp.com/scripts/wsisa.dll/W5ervice=wsfinlampasaste/semhom01.w

Lampasas ISD Fin

XXXXXXX Account | Preferences | Exit ?

SKYWARD
Employee Tlme
Home by |nformation
~ Employee Information - Payroll ~ Professional Development
Personal Information LE & Cherk H|5t0§ D L} History L]
Calendar Ll Calendar Year-to-Date L
Modify HR Calendar Events 0 Direct Deposit Information L
Accounts Payable Payments L W2 Information Ln|
Online Forms A W4 Information Ln|
1095 Forms Ll
[

Under Employee Information and Payroll you can view more detail payroll information. Check
History, Calendar Year-to-Date information, Direct Deposit information, W-2 for prior years,
1095 forms, and your current W-4 information.

Employee Access Instruction Manual
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If you click on Check History above, you will see your processed payroll checks.

2 hitps:/skyward.iscorp

£ http

/skyward.iscorp.com/scripts/wsisa.dIl/W5ervice=wsfinlampasas

tabcontainerd01.w?hProgram=epayrollbras001 &hSecurity=08thSLinkName=Check History&hJSToLoad=EmpProfilethShowButton=false&hlnProfile=fal @ 2|

/- Lampasas ISD Fin XXXXXXX Account | Preferences | Bxt | | 9
SKYWARD

r!n ploye ‘ﬁ Time
Home Off

‘ : Check HiStOl’y w Q - i Favorites w ﬁNemeduwf.‘W Print Queue
Views: | Check Date Seq - Check Detail Information [ =] Filters:  *skyward Default[«x] Y [ & h;,(“ g\r\k
Check Date Check Gross Net|C =
Number Wages Amount | T Show
SUDne0 310067 21954 R -\
b 05/14/2012 900064176 3,102.67 2,189.84 R
» 08/17/2012 900063668 450.00 411.74 R
P 0DB/15/2012 900063409 3,102.63 2,204.96 R
b 07/20/2012 900062998 150.00 137.24 R
» 07/13/2012 900062688 3,102.67 2,20499 R
P 07/06/2012 900062434 2,550.00 2,22539 R
P 06/15/2012 900062018 3,102.67 2,20499 R
b 0D6/08B/2012 900061778 60.00 54.90 R =
P 05/15/2012 900061253 3,102.67 2,204.99 R
b 05/11/2012 900060961 210.00 192.14 R
P 04/27/2012 900060774 60.00 54.90 R
b 04/13/2012 900060458 3,102.67 2,20499 R
P 0a/13/2012 900060167 60.00 54.90 R
b 03/0%/2012 900059431 3,102.67 2,204.99 R
P 02/17/2012 900059021 300.00 274.50 R
b 02/15/2012 900058566 3,102.67 2,204.99 R —
» 01/13/2012 900057868 3,102.67 2,200.93 R
B 12/15/2011 9nnN57183 3.102.67 2.206.60 R T
m 4 4 ¢ W 20 records displayed Check Date:\ \

You can drill down further into any check by clicking on the ‘>’ sign next to the date. You can also
select ‘Show Check with YTD Amts’ to view a summary of your pay, deductions, and benefits.
(This would be like a check stub for any particular payroll.) At any screen use the back button to
go back to the previous screen or click on the Home button to get back to the main menu.

If you want to look at a check stub from a payroll date in August 2010, you can click on the number
of records displayed in the bottom left corner and increase the amount to see additional history.

Check Number 900064940

Check Information forjlil 9.0.0.9.9.0.9.9.¢ ,

Employer Information Employee Information
Name: LAMPASAS 1.5.D. Name:
Address: 207 WEST 8TH STREET ol DOCOCOXKXXX

LAMPASAS, TX 76550 XXXXXX

Check Detail Information

Check Date: 101152012 Gross Wages: 3,102.67
Check Number: 900064940 Net Amount: 2,189.84
Check Type: Regular

Taxable Wage Information

Federal State FICA Medicare
Gross Wages: 310267 310267 3,10267 310267
Minus Deductions that Decrease Tax: 67457 67457 476.00 476.00
Plus Taxable Benefits:
Taxable Gross Wages: 2,428.10 242810 2,626.67
YTD Taxable Gross Wages: 2801200  28,012.00 30,243.46
Pays
Description Rate  Factor/Hours Current YID  Period End
HRLY EXTRA DUTY 510.00
LONGEVITY-PITCH 1250 1.00 1250 125.00 10/31/2012
STIPEND-AGDEM 150.00
SUMMER SCHOOL 2,550.00
TEACHER 3,090.17 100 309017 3090166 1013172012
TUTORIALS 330.00
uiL 300.00
Total:  3,102.67  34,866.66
Deductions Benefits
—Decrease Tax— - Taxable———
Description Current  YTDFed St F/M Description Current  YTDFed St F/M
AFA Disability 5510 546.06 Health Benefit 240.00 2,400.00

Employee Access Instruction Manual
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Above is a check stub that you can print. This will have your current check information and your
year-to-date information. If you click the Print button in the top right corner, you will run an actual
report, if you need something official with social security number, the report may be your best bet
(see below for options), otherwise you can just right click with your mouse and select print to print
the current page.

e
|

|,.ﬁ hitps://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinlampasaste/epayrolleditd)2.w?hCheckType=Show TD&isPopup=true
Check Number 900064940 - |

Check Information for [lR0,9.9.0,0.9.0,04 Print
—_—— Back

Employer Information Employee Information

Name: LAMPASAS 1.5.D. Name:
Address: 207 WEST 8TH STREET Address: XXXXXXXX
LAMPASAS, TX 76550 XXXXXX

‘2 Print 10/15/2012 Check Information - 05.12.10.00.06-10.2 - Windows Intemnet Explarer oo |
e |,ﬁ https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinlampasastx/epayrolledit)16.w?hProgram= hi/4 pacar05.p&thReport Title=10/15/2012 Check Information&hParam: @@
ecl
check il PTint 10/15/2012 Check Information [ IEE o ]
Check Nul
Check 1| 10/15/2012 Check Information
18 Don't print Social Security Number Back
Taxable Il | © print last 4 digits of Social Security Number
© print full Social Security Number
You must enter the SSN for authentication in order to print the full SSN:
Minus De
Pays
Descripti
HRLY EX || ®125% -
LONGEVI ————— s —— —

DIRECT DEPOSIT

/= Direct Deposit Information - 05.12.10.00.06-10.2 - Windows Internet Explore;

{1 https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinlampasastx/epayrol Ibrus005.w a
/ﬂ Lampﬂsas ISD Fin ) 9.0.9.9.0.0.0.¢ Account | Preferences | Exit ?
SKYWARD
Time Account
Home « Off Master Purchasing
4 ) | Direct Deposit Information & » B B v Favoritesw ] New Window FCp My Print Queue
Views: | Direct Deposit Information[v] Filters: |*Skyward Default[+] Y ol # &

Type 4 |Code | Description Account Type Bank Bank Account| Routing Number
T - checiing -
Ded AOF Savings UNI

Direct deposit information will show what account(s) you currently have setup. The example
above shows a deduction to a savings account and the net amount going to a checking account.
You may choose to have your payroll check deposited into one account or multiple accounts. If
you choose multiple accounts, you must set a flat amount (example: $100 to savings) to be setup
as a deduction with any remaining amount being deposited into your account that is setup as the
net account (example: checking). If you have any questions on your direct deposit or if you want
to update your direct deposit information, please contact Payroll.

IMPORTANT NOTICE: If you change your direct deposit account number on file with the payroll
office, you may receive paper checks in the transition period while the new bank account is sent
a pre-note file to verify that the correct account and routing number of the bank process correctly.
It could take up to two months (for monthly employees) to complete this process, so please verify
with your bank that your initial deposit is received on pay day. Payroll employees will take specific
steps to verify that the employee did in-fact change their banking information for a direct deposit,
either by phone or in person, to ensure that the employee is the actual person making the request.

Employee Access Instruction Manual Page 10 of 32
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W-2 FORMS (1095 Forms — similar process)

(=2 W2 Information - 05.16.06.00.06 - Intemet Explorer ===
|74 https://skyward.iscorp.comy/scripts/wsisa.dll WService=wsfinlampasasbd/epayrolloris006. al
7 Lampasas ISD Fin XXXXXXXX Bt = S ]

SKYWARD

Time

Employee
m Off

Home 3 :
Unormdus

<« W2 Information ¥ B @ 57 Fovoritesw ] New Window FSiMy Print Queue
Views: [W2_Information w| Fiters:[*Skyward Default w] v [ =
Year Federal Federal| Social Security|  Social Security Medicare Medicare | State State 1 State 1| State State 2 State 2 | Electronic

ey \Wages Tax ‘Wages Tax. \Wages Tax|1 ‘Wages Taxes 2 ‘Wages Taxes  Option

Yoz — | ooz amesl | me e | | || ldeamc |

» 2014 32,281.80 1,198.57 34,982.92 507.28 TX Electronic

¥ 2013 32,040.28 951.50 34,658.00 502.57 | TX Electronic

¥ 2012 32,868.20 1,465.28 35,496.80 514.70| TX Electronic

W-2 information is under “How is my W-2 calculated”. If you select View W2 Form, your W-2 will
display as shown below and you can print your W-2 and use it for tax purposes.

B 2011W2.paf - Adobe Reade (el =) ]
x

File Edit View Window Help

e zB8=| Llo|@®x=[]|HB | @2 |

ELECTRONIC W-2 OPTION (Option also available for 1095
Form

Each year, you will have the option to receive your W-2 electronically. When you log into
Employee Access, the window will appear for you to choose if you would like to receive an
electronic W-2. (This option will be available from mid October through December each
year.) You may choose to receive an electronic W-2 as shown below or you may choose to
receive a paper copy, or you may request the system to ask you again later. If you select ‘ask
me again later’, the option will be available each time you log into Employee Access through
December 31st. If you do not make a choice by December 31st, you will automatically receive a
printed W-2 from the Payroll office on or before January 31st. Be sure to save your selection.

=

(2 05.12.10.00.06-10.2 - Windows Intemet

§¥4 hitps://skyward.iscorp.com/scripts/wsisa.dl/WService=wsfinlampasasb/epayrolledit19.w?hElectRegVear=20128th AutoPromptNextPrg=semhom0L.w

Options for Receiving My 2012 W2 @

This year, you have the option to receive your W-2 electronically. Hacl

You have until 12/31/2012 to make your decision. If you do not make a choice by then, you will receive a paper copy of
your W-2.

You will receive an e-mail when your W-2 becomes available and it may be printed from Employee Access. See the
Employee Access Manual for more information.

1 do not need a printed copy of my 2012 W2 from my employer. [ will print my own W2 from Employee Access.
© T want to receive a printed copy of my 2012 W2 from my employer.

© Ask me again later.
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If you change your mind after you made your selection above there is a way to change your
decision by going to Employee Information > W2 Information.

OO OO OO QN /ccount | Preferences | Exit

Employee
Information
S

Home

~+ Employee Information ~ Payroll

Personal Information Ln| Check History
Calendar L Calendar Year-to-Date
O

Accounts Payable Payments

giormation

e? o F oF ?

§¥3 hitps://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinlampasaste/epayrollbrws006.w

//,_7.. Lampasas ISD ik N0 QN /ccount | Preferences | Exit ?

SKYWAR
S0 Time
el information [T
W2 Information 7 Favorites» ] New Window £ My Print Queue
W My
Views: |W2 Information[+] Filters: [*Skyward Default[+] Y [ E) uﬁl‘ Show W2 Info
Year Federal Federal Social Security | Social Security Medicare Medicare State State 1 State 1/ State View W2 |
= Wages Wages Tax Wages Tax 1 Wages Taxes 2
» 2010 30,182.23 882.78 32,510.68 47141 TX

Options for
Receiving My

2012 W2
Electronically

Update your selection and Save.

T

|(¢ https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinlampasaste/epayrollbrws006.w

/_" Lampasas 1SD Fin XXX XX Account | Preferences | Exit ?

My Print Queue

Options for Receiving My 2012 W2 Save

This year, you have the option to receive your W-2 electronically. View W2

You have until 12/31/2012 to make your decisi a choice by then, you will receive a paper copy of
your W-2. :

'ou will receive an e-mail when your W-2 becomes available and it may be printed from Employee Access. See the

2012 W2
Employee Access Manual for more information. lectronically
© 1 do not need a printed copy of my 2012 W2 from my employer. I will print my own W2 from Employee Access.

Options for
eceiving My

T want to receive a printed copy of my 2012 W2 from my employer.

Wln later. /

You will have the ability to change your decision up until the date printed in the notification. See above
12/31/2012.
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W-4 INFORMATION

[ = WaInformation - 05.12.

gﬂ https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinlampasastx/epayrollbrws007 w a

/'/' h Laﬂlpasas ISD Fin OOCKXKXX Account | Preferences | Exit ?
SKYWARD
Employee R

™ : W4 Information & g @ 77 ravoritesv T New Wincow 57 My Print Queue
Views: [[EIERTEataea | -« | Filters: |*Skyward Default [ | Y [ =) &/ showws
— - - Info

Tax Federal Marital | State Marital Federal State
State a | Status a Alloonco

Your W-4 Information is available, example above shows “Married claiming 2 allowances”. If you
need to make changes to your W-4, please contact payroll. Payroll must have the information
(completed form) at least 3 weeks prior to a pay date to ensure that the change will be in effect
for a particular pay date.

TRAVEL REIMBURSEMENTS

~ oyee Access 0. 6 =
% hitps:
77 Lampasas ISD Fin m Account | Preferences | Exit
SKYWARD
(SO Time
‘Home Information BNeli

~ Employee Information ~ Payroll

Personal Information Check History

Calendar Year-to-Date

e} et ?

Accounts Payable Payments Direct Deposit Information

W2 Information

W4 Information

i g o o

If you have any travel that you were reimbursed for, the payments will show up under Accounts
Payable Payments except Meal Per-Diem for day trips which is in Payroll Check History.

§74 https://skyward.iscorp.com/scripts/wsisa.dIl/WService=wsfinlampasast/epayrollbrws009.w

/—f Lampasas ISD Fin XXXXXXXX Account | Preferences | Exit | | P
SKYWARD
Employee Iyt
ome i

‘ H AP Payments ﬁ Q ' W Favorites w f_l New Window IEI My Print Queue
Views: |2P Payments [v] Filters: | *Skyward Default[s] Yl &) & show
Check
Check | Direct Check
GEEID < Number Deposit Amount
» 08/16/2012 111200115 Y 90.00 - Show
Invoices.
P 07/05/2012 111200081 Y 46.01 .
P 04/26/2012 50659 45.00
b Jii/17/2011 48674 87.33

[ Expand All Collapse All Modify Details (displaying 2 of 2) View Printable Details

w Check Information

Check Date: 08/31/2010 Direct Deposit: No

Check Number: 42775 Check Amount: $75.00

w Check Detail
Description Amount
MEAL REIMB. TO SAN ANTONIO ON JULY 15 - 17, 2010 FOR CAMT CONFERENCE 75.00

Under AP Payments if you click on the >’ sign the data will expand and show you what you were
reimbursed for (i.e. Meal reimbursement for XXX conference). If the check number is a 9 digit
number then it was received by the employee as a direct deposit. If you recently changed bank
accounts, please confirm with your bank that your check was actually deposited into your account.
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CALENDAR

 Employee Access - 0512.10.00.06-102 -

g’,}/\‘- https://skyward.iscorp.com/scripts/wsisa.dl/WService=wsfinlampasaste/semhom0l.w

; Lampasas ISD Fin
SKYWARD

Employee
Information

~ Employee Information

Time
off

~ Payroll

XXXXXXXX Account | Preferences | Exit

Check History

Calendar Year-to-Date
Direct Deposit Information
W2 Information

W4 Information

Perconal Information
Accounts Payable Payments

? P cF

o? e £ P oF

Additional information will be available under the Calendar. The calendar in Employee Access is
currently not being used to display any district information, but will show you Leave information.

Once you select the calendar, you will be able to view any leave taken. Just move your mouse
over the top of the leave taken as shown below and a bubble box will display.

2 Calendar - 05.12.10.00

§¥4 https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinlampasasty/hcldrdist)00.w

&
Lampasas ISD Fin XXXXXX Account | Pigferences | ext | | ?| =
SKYWARD
m.. nlovee B
Home off
<) Calendar W & 8 v rFavortes §] New window 858 My Print Queue
Calendar Information Currently Being Displayed Calendar Options Print Calendar
Calendar Events
Time Off Requests
<<< September 2012 >>>
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1
2 3 4 5 6 7 8
9 10 15
Time Off Reguest
16 17 Name: 21 22
Time Off Code: LOCAL LEAVE (7] =
Reason: Personal
Description: Personal
23 24 28 29
30

If you did not see the information on the previous screen, you can select Calendar Options (see

below) and select the option to view time off entries.

Lampasas ISD Fin
SKYWARD
Home ployee Tén;re

<4 Calendar w

Calendar Information Currently Being Displaffed

Calendar Options  PrigRt Calendar

Account | Preferences | Exit 7| =
XXXXXXX

[Z @8 7 Favortesv T New window 58 My Print Queue

Calendar Events
Time Off Re (2 set Calendar Display Options - 05.12.10.0006-10%
<M4».» L Ty
Set Calendar Display Optjg
Calendar Display Options
{¥]: Display Calendar Events
Display Calendar Events Details Below Calendar
Display My Time Off Entries
2 O Display My Employees Time Off
€ Only Employees That Report Directly to Me
& All Employees Under Me
& Display Time Off of Employees I Ovezges®
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TIME OFF

/2 Employee Access - 05.12.10.00.06-10

§77 hitps://skyward iscorp.com/scriptsfwsisa.dll/WService=wsfinlampasaste/semhem0Lw a

> Lampasas ISD Fin XXXXXXXX Account | Preferences | Exit | |2
SKYWARD
Employe
Informatiol

~ Time Off ue
8|

NUTavoTnes avanaoe. i e Bl CIMpIoyee ACCESS NoIme

My Status

No items available. Check History

W4 Information

W2 Information

Direct Deposit Information

Personal Information

Accounts Payable Payments

District News Calendar

No news to display. Check History

My Status

Select Time Off and then My Status to see your various time off categories like State Leave; Local
Leave; Vacation (if you are a 260 day contract employee); Non-Duty Leave (if you are a 222 or
230 day contract employee), etc.

/2 My Time Off Status - 05.12.10.00.0

¢ hitps://skyward.iscorp.com/scriptsfwsisa.dll/WService=wsfinlampasastd/rtorgbrus007.w a

Lz Lampasas ISD Fin XXOOXKXXX Account | Preferences | Exit | |2
SKYWARD
Employee
E Information m

‘ H My Time Off Status w B ' 4 Favorites w ] New Window l'r-_,lMy Print Queue

Views: | General [+] Filters: | *Skyward Default[s] [ B &,

Time Off Code & T .Ygar Allocated Used Remaining Approved Waiting Available Unpaid F'.m.”a
Remaining Remaining

v
PEXCUSEDLEAVE | 4Days| _ 5Days| _iDas) | b | R
.’ LOCAL LEAVE 30 Days 26 Days 4 Days 4 Da
P PERS STATE LEAV 30 Days 20.5 Days 9.5 Days 9.5 Da
The summary will show how many days you have remaining/available to be used.

You can accumulate up to 30 Local Days before you will have to use them or be paid for them at
the daily rate established by the School Board.

State Leave does not expire and does not have a maximum number of days that may be carried
forward from one year to the next. If you have State Sick Leave Day(s) earned before 1995-96
school year, you will need to use those for sick leave only. State leave is not paid when an
employee retires or leaves the district.

Keep in mind that if you have Vacation Days and/or Non Duty Days that they expire annually.
e Vacation Days expire on July 315 of each year.
e Non Duty Days expire on December 31% of each year.

Excused Leave is like a planning/workshop/training day/event with students. These days are in
Employee Access for information/reporting purposes only and will carry negative balances.

Please see the Employee Handbook for more information.
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My Time Off Status - 05.12.10.

B

i hitps://skyward.iscorp. ripts/wsisa.dil/WServic

Lampasas ISD Fin XXXXXXXX Account | Preferences | Extt | [ 2
SKYWARD
Employee [l
bone Information

4§ My Time Off Status w 2 ® vravoritesw ]New Window £S5 My Print Queue
Views: | Genera 1[+] Filters: | #Skyward Default[~] ] &) &
) Prior Year - ; h Future
Time Off Code 4. T Allocated Used|  Remaining Approved Waiting Available Unpaid| o ining v
P EXCUSED LEAVE 4 Days 5 Days -1 Days -1 Days

T O N O O O O N N

w Current Year (Includes all dates)

w Pending Requests
There are no Pending Requests available.

w Time Off Transactions (up to today's date) Print Time Off Transaglia
Date Description/Reason Allocated Usedff Remaining Y Unpaid
10/10/2012 Wed lliness / lliness 1 Days 4 Da
Days

09/27/2012 Thu Personal / Personal 1 Days

08/01/2012 Wed ALLOCATED / ALLOCATED 5 Days 6 Days
02/23/2012 Thu lliness / liness 1 Days 1Days
12/02/2011 Fri Personal / Personal 1 Days 2 Days
12/01/2011 Thu Personal / Personal 1 Days 3 Days
11/02/2011 Wed lliness / lliness 1 Days. 4 Days
08/01/2011 Mon ALLOCATED / ALLOCATED 5 Days 5 Days
02/09/2011 Wed lliness / lliness 1 Days

02/08/2011 Tue lliness / lliness 1 Days 1 Days

More Time Off Transactions.

» PERS STATE LEAV 30 Days 20.5 Days 9.5 Days 9.5 Days

If you click on the >’ sign next to the leave (i.e. Local Leave), detail will show what specific days
you submitted leave. The detail also shows newly allocated days for each year in the Allocated
column and the most current record is shown at the top therefore the top record will display the
number of days you have remaining. Please refer to the next section of this training manual on
entry of time off in Employee Access. With employee online entry, there is no processing time;
all leave balances are current as you enter each request.

TIME OFF — LEAVE REQUEST ENTRY

= My Time Off Requests - 05..

§74 https://skyward iscorp.com/scripts/wsisa.dll/WSenvice=wsfinlampasastd/rtorgbrws00Lw a
Lampasas ISD Fin XXXXXXXX Account | Preferences | Exit | | ?
SKYWARD
Employe ccount 5
Home N el Purchasing
~ Time Off Queue
My Status Q -

/TETE are 10 TeCOIUs 10 Uispiay, CITECK yodr THeT Selinigs.

Select Time Off and then My Requests. Click Add to enter a time off leave request.

=\ My Time Off Requests - 05.

¢{{ https://skoyward iscorp.com/scripts/wsisa.dIl/WService=wsfinlampasaste/rtorqbrwsd0Lw a

Lampasas ISD Fin XXXXXXXX Account | Preferences | Exit 2
SKYWARD

Employee By Account .
fone Information Master AN

‘ H My Time Off Requests ﬁ’ Q - \I:_?Favnritesv q;lNewWindnwlalM Print Queue

Views: | General E| Filters: | *Skywazrd DefaultE Add a time off request

Date w Time Amount | Type | Status Year Time Off Code Reason Description

There are no records to display; check your filter settings.
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When submitting your time off request, you will see your available balances in the ‘Available’
column at the top of the screen. If you have any pending requests that have not been approved,
you will see those in the ‘Waiting’ column. If the request is for a future date, see future columns.

/= My Time Off Reguests - -10.2 - Wi ===
&7 hitps.//=kyn] = Add - 05.12.10.00.20-10.2 - Windows Internet Explorer E=REe a
/ﬁ |4 https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinlampasashoorqed t001 w2isPopup=true alki |2

§ifwano| Add "B

Home |l = Remaining Time Off
Future Future Future

=1 | Time Off Code Remaining  Approved Q_Waiting_8® Available ) Remaining ~ Waiting  Available B auee

Comp Time 2h 30m Um
leenl|  EXCUSED LEAVE -4 Days -4 Days a
G
NI Br—‘. LOCAL LEAVE 6 Days 6 Days &d
Dat NON DUTY DAYS 6 Days 6 Days

PERS STATE LEAV 425 Days 425 Days

E

There are ng |
Ti quest IE‘

" * Time Off Code:| LOCAL LEAVE - Days
* Reason: | Personal E|
Description: |Personal

Maximum characters: 200, Remaining characters: 200
Type: @ Single Day
© Date Range
* Start Date: |02/06/2013 | -| Wednesday
Days: 1.0000
Start Time: |08 [=]100 [+]am [+]

O Sub Needed

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

Select Emplovee(s):

l\
F} Asterisk (*) denotes a required field
20 II

When entering your time off request, be sure to complete all required fields. Select 1) time off
code 2) reason code 3) update description as necessary. If off one day or V2 day leave 4) ‘single
day’ must be marked. 5) Enter 1.0 for a full day or 0.50 for a half day in the Days field. If a full
day, there is no need to update the start time. If only using a V2 day (0.50), then update the 6)
‘start time.” If you are taking off the afternoon and your afternoon starts at 11:30am, please
change the time to 11:30am to identify that you will be off for the afternoon. Be sure to 7) check
the box next to ‘Sub Needed’ if you are required to enter information in “ReadySub” which includes
all campus staff that reports to the campus principals and a few other employees around the
district. No auxiliary staff currently report in the “ReadySub” system. If you need to notify
someone that you will be out of the office, add their name in the 8) Select Additional Employees
box. Your campus/department will automatically be notified of your submission. Example: An
LVN at a campus may use this feature so that an e-mail will be sent to the campus
principal/designee in addition to the automatic email that will be sent to the district nurse. 9) Be
sure to click the Save button when entry is complete. An e-mail will automatically generate for
the campus principal / department director or their designee.
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See below for an example of a multiple day request. Same fields as a single day, except when
you select ‘Date Range’, all days must be full days. If you took a 'z day, do not include that day
in your date range. Enter a separate request for a Y2 day. The date range will exclude weekends
and holidays. So the request below will be for 4 days (Wed, Thurs, Fri, Mon). Be sure to Save
when entry is complete.

& My Time 01 72 Add - 05.13.02.00.03-102 -

‘s’ﬁ https://s |5ﬁ https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinlampasaste/rtorqeditd01.wlisPopup=true
| Add L IR~ I
SKYWAR]
Remaining Time Off
Home l Future Future Future
Time Off Code Remaining Approved Waiting Available Remaining Waiting Available
‘ i Comp Time 2h 30m 2h 30m
Dock Pay 0 Days 0 Days
EXCUSED LEAVE -4 Days -4 Days
Views: | G LOCAL LEAVE 7 Days 1 Days 6 Days
NON DUTY DAYS 6 Days 6 Days
PERS STATE LEAV 42.5 Days 42.5 Days

Time Off Request

* Time Off Code:| LOCAL LEAVE - Days [=]ours per Day: 8h 0om
* Reason:| Personal E|

Description: |Personal ‘

Maximum characters: 200, Remaining characters: 192

ingle Day
@ Date Range

* Start Date: [02/13/2013 || o] Wednesday
End Date: [02/18/2013 || </ Monday
Start Time: [08:00

I¥. sub Needed

jonal employees to

Select Emplovee(s):

en this request is submitted and approved/denied

4
20 -
Asterisk (*) denotes a required field

I H15% -

All employees should have Local Leave, Personal State Leave, Dock Pay, Excused Leave and
Donated To leave codes. 222 and 230 Day contract employees will have Non Duty Days, 260
Day contract employees will have Vacation Days. Para Professionals will have Comp Time
available if previously earned. A few employees have Old State Sick Leave from before 1996
available. Comp Days are allocated up to 3 per year to professional exempt staff for approved
professional development and may only be used on the “District Calendar Comp Days.” Contact
payroll 512-556-6224 if you do not see all your time off codes when you are in Employee Access.

A leave request may be entered before you leave or after you return to work. Any leave request
entered after the date will receive the warning below after you click the save button. Just click
OK once you confirm the date entered is correct. Any ‘Warning’ you may bypass by clicking the
OK button once confirming that what you entered is correct.

F R’

Do you want to continue?
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Beware of an error message, like one below that states you do not have enough leave available.
This request cannot be submitted. You will need to update your request to use a different time
off code. If necessary, enter two time off requests to use different time off codes. If you are out
of leave, you will have to use the Dock time off code.

,
o e

. Error! Time Off Requested (12 Days) is greater than the balance
/ IL remaining for the current year (& Days).

I This request cannot be submitted,

At any time after entering your time off request, you can go to ‘My Status’ and you will see that
your request is waiting for approval.

[ My Time Off Requests - 05.

¢4 hitps://ckoyward.iscorp.com/scripts/wsisa.dll/WService=wsfinlampasaste/rtorqhrws00T.w
Lampasas ISD Fin POUCOOCCOCIN ~ccount | Preferences | Ext | |7

Employee ccount
Informatiol Master

(T

Home Purchasing

+ Time Off eue

My Status
My Requesis

P ?

Even though your request is waiting for approval, it does remove the requested day from the
available column so your available balance displayed is assuming that your request is approved.
If it is denied, the available balance will be increased back as though you did not request the
leave.

‘_ My Time Off Status - 05.12.10.00.20-10

§7} hitps://skoyward iscorp.com/scripts/wsisa.dIl/WServicezwsfinlampasasbd/rtorgbrws007.w &

> = Lampasas ISD Fin XXXXXXXX Jaccount | Preferences | Exit ?
SKYWARD

Employee Account .
fone Information m Master AN

< H My Time Off Status V.'f B’ - 54 Favorttesw ] New Window lr__li My Print Queue
Views: |General [=] Filters: *Skyward Default[s] W = &
Time Off Code & l;;ﬁrai\r,:?:g Allocated Used Remaining Approved Waiting Available Unpaid Remzl:::?r:: V\f:lll‘l
P EXCUSED LEAVE 4 Days -4 Days -4 Days
P LOCAL LEAVE 40 Days &G, 6Days 1 Days 5 Days —)
» NON DUTY DAYS 19 Days 13 Days 6 Days 6 Days
b PERS STATE LEAV 77 Days 34.5 Days 42.5 Days 42.5 Days
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TIME OFF — LEAVE REQUEST - OUT OF LEAVE - DOCK PAY

If you are out of leave, you must enter a Dock Pay entry by selecting the Dock Pay Time Off Code
and Dock Reason code. If you receive a donated day for a Sick Leave Pool that has been
approved for the current school year, the payroll staff will remove the Dock and enter a Donated
Day allocated and used under your Local Leave code. [f the donated day is not received prior to
processing payroll, your pay will be docked based on your daily pay rate. Any donated days
received will be tracked by the payroll staff and will be available for a date in the future, but payroll
will not refund a dock pay that was processed on a previous payroll. See Employee Handbook
for additional information on the Sick Leave Pool / Donated Days.

2 My Time | /2 Add - 05.13.02.00.03-10.2 -

‘{ﬁ hitps://=ky) |§;’f hittps://skyward.iscorp.com/scripts/wsisa.dIl/WService=wsfinlampasaste torgeditd0LwlisPopup=true

Add @ S 2 ?

SKYWAR
Remaining Time Off

Future Future Future

Time Off Code Remaining Approved Waiting Remaining Waiting Available |
Comp Time 2h 30m
< H Dock Pay 0 Days 'thOueue
EXCUSED LEAVE 0 Days
Views: | G LOCAL LEAVE 0 Days g
NON DUTY DAYS 0 Days i
PERS STATE LEAV -
(&
12/1 jfie Off Request Che!.:k E
12/1 Spelling
- * Time Off Code:| Dock Pay - Days El-i:urs per Day: 8h 00m Save ich
12/ * R i S
eason:| DOCK
El Back

Description: |DOCK

\

Maximum characters: 200, Remaining charact: 200

Type: C Single Day

@ Date Range
* Start Date: ‘ : Thursday
End Date: : Friday
tart Time:

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

Select Employee(s):

¥ v ¥ ¥ ¥V VY VYV VYV VvV VEVTVTYVvwyvwvewewvwid
I
15}
~
[=)

IS

Message below will be displayed after clicking save on a dock time off request. Just click OK for
the request to finish processing.

S ——— ™y

I.-"'_"\-.I Warning! Time Off Requested (2 Days) is greater than the balance
"' remaining for the current year (0 Days).

If you continue, an 'Unpaid' type time off request will be created for
2 Days.

Do you want to continue?

ok || Cancel ]II
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TIME OFF — LEAVE REQUEST ENTRY - COMP TIME

{2 My Time Off Requests - 05.12.10.00.20-10.2 - Windows Internet Explo

| https://skoyward.iscorp.com/scripts/wsisa.dll/WService=wsfinlampasast/rtorqbrws00Lan

f Lampasas ISD Fin XXXXXXXX Account | Preferences | Exit | |

SKYWARD
Employeef Sy | Yccount .
bione Informatio aster Ilclasing

~ Time Off

Queue

V] My Status g

TETE aTe T TeTor oS 0 TiSpiay;CIETR Oy TiTET SETIs:

Select Time Off and then ‘My Requests.” Click Add to enter a new request.

If you are earning comp time or using comp time. It is always entered in 15 minute
increments (hours, not days). Always leave ‘single day’ selected and enter the time for the
week on the last work day in the week. See examples below.

Please enter all comp time on a weekly basis using the last work day in the week for your entry.
Please contact the Director of Accounting or Payroll Accountant at 512-556-6224 if you have any
questions on how to calculate your comp time. A document is also available on the district website
under Departments > Finance > Procedures, Forms, Exhibits: “Calculating Comp Time Earned-
Used.” Some examples are provided below to help you. All comp time earned and comp time
used will be approved by your campus/department and then will require a second approval by the
Accounting Department. The request will be pending and ‘waiting’ for approval status and will
move to approved after BOTH approvals are complete.

If the request is denied by the Accounting Department, a note will be added to the request
explaining why the Accounting department denied the request and the note will be sent to the
employee in a system generated e-mail. At this time the employee will need to submit a corrected
request. (The campus/department approver should also receive an e-mail for the denied request.)
See example below of the information that will be included in the system generated e-mail.

Example of information in system generated e-mail:

Time Off Request Approval History

Date | Time |Event

04/08/13 | | Time Off Request Created.

04/08/13 | 7:59 AM |Approved by XXXX XXXXXX

04/08/13 | 5:17 PM |Denied by WANDA MARIE BUNTING
Notes: Comp time for week ending 4/5 should be 2.5 hrs per weekly sign in sheet. Employee will need to submit
corrected entry. wb

When using Leave and Comp Time Combinations:
If you are a 7 hour; 7 1/2 hour, or 8 hour per day employee you can divide your day in half
evenly when you are using leave and comp time combination.

Example if you are a 7 1/2 hour employee, you are required to work 3 3/4 hours for a half
day. If you work 2 hours and go home sick,
Option 1: use a 1/2 day of state or local leave and use 1 3/4 hrs of comp time.
Option 2: use 5 1/2 hours of comp time.
Option 3: earn 2 hrs of comp time and take a full day of state or local leave.
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Below are additional examples of calculating comp time earned:

1) A 37.5 hour a week employee worked 10.25 hours on Monday to prepare for a district wide
training and worked 7.5 hours for the remaining of the work week. This resulted in a 40.25
hour work week with 2.5 hour of straight comp time earned and .25 hour earned at time and
a half (.25x1.5=.375 which rounds up to .5 or 30min) for a total of 3hrs comp earned. You
must round up when calculating the time and a half on your total weekly hours. Please keep
all comp time in quarter hour increments. (15 min, 30min, 45 min)

2) A 37.5 hour a week employee works 7.5 hours every day through Thursday and on Friday,
the employee works 10 hours. The total hours worked is 40. The employee would earn 2.5
hours of straight comp time for the extra time worked up to 40 hours.

Reminders

All Non-Exempt Employees* MUST report all time worked on their weekly sign in
sheets / timecards which are signed by the employee.

Time worked includes all before and after school meetings, parent nights, etc. A non-exempt
employee of the district can not volunteer to help with a parent night, work through lunch, take
work home, etc. During lunch time, the employee must be completely relieved from their duty for
at least 30 minutes or they must be compensated for the time. If an employee meets at 6:30am
to leave for a conference, their travel time should be documented on their weekly sign in sheet /
timecard. The employee must be compensated for all time worked including travel time to and
from a work event.

All Non-Exempt Employees MUST receive approval from their Campus Principal /
Department Director before working any extra time.

*Non-Exempt Employees include all employees that are required to sign-in and sign-out on a
timecard or weekly sign-in sheet. All extra time worked by Non-Exempt Employees, must be
reported as Comp Time Earned. Auxiliary staff earn overtime for any extra hours worked,
therefore they do not earn any Comp Time.
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Comp Time Earned: So for the week ending February 8, 2013, if you worked 41.75 hrs and your
regular work week is 40hrs (8hrs per day), then you would enter comp time earned of (1.75 x 1.5=
2.625) rounds up 2.75 or 2hr 45 minutes. When entering time earned you need to enter as a
NEGATIVE amount so the system will show as a positive amount available. Be sure to select
Comp Earned for the time off code and reason code, add “Week Ending mm-dd-yyyy” to the
description and be sure to Save before leaving the page.

/= My Time Off Requests - 05, 102 o =]
§74 hitps://skoywd (& Add - 05.12.10.00.20-10.2 - Windows Internet Explorer a
fi |,,ﬁ https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinlampasastx/rtorqeditd wlisPopup=true it Py
SKYWARD|| Add
Home il Remaining Time Off
Future Future Future
4 M NI Time Off Code Remaining Approved Waiting Available Remaining Waiting Available rint Queue
Comp Time 2h 30m 2h 30m
. i EXCUSED LEAVE -4 Days -4 Days
Views: | Genj d
1 LOCAL LEAVE 6 Days 6 Days :Ed
Dal NON DUTY DAYS 6 Days 6 Days f.
PERS STATE LEAV 42 5 Days 425 Days E
There are i E
Time Off Request SE .
) : Back A
* Time Off Code:| Comp Time - Hours [i=]Hours per Day: 8h 0om = [k
* Reason:| Comp Earned [~]

Description:|Comp Earned - Week Ending 2-8-2013

aximum characters: 200, Remaining characters: 166
Type: @ Single Day
Date Range
* Start Date:|02/08/2013 | Friday
Hours: -2|hours 45 Elminutes
Start Time: 08 : oo am
[ Sub Needed

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

If you are a 37.5hr employee and work over 40 hrs in a week you would calculate your straight
comp time and then your time and a half for any hours over 40 in a week. For example if you are
a 37.5 weekly worker and you worked 42 hrs the week ending February 8, 2013, you would earn
2.5hrs of straight comp time and 3hrs earned at time and a half rate (2x1.5=3), for a total comp
time earned equal to 5hrs and 30 minutes for the week. In the description: 1)enter week ending,
2)total hours worked, 3)straight time earned, 4)time and a half hours earned, and 5)total comp
time hours earned. Example: Week ending 2-8-13 worked 42hrs earning 2.5hrs straight time and
2hrs at time & a half for a total of 5.5hrs comp earned. Be sure to enter as neqgative hours and
save before leaving this page.

The system will not allow comp time to be entered on a non-work day, so an employee will need
to enter the comp time earned or taken the last workday of the week. If an employee works over
spring break, Christmas break, or the summer, the employee may use the first day back to
work or the last day before the break as the date to enter their comp time into Employee Access.

Comp Time Used: Comp time used would be entered as follows. Used is entered as a positive
number just like any leave request since the system is tracking leave taken. So if you were
approved to come in 2hrs late on Wednesday and did not work extra any other time in the week
you would be short two hours at the end of the week, therefore you would use 2hrs of your comp
time available. A 37.5hr weekly person would only show 35.5 hours on their weekly timecard /
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sign-in sheet. Be sure to select Comp Used for the time off code and reason code, add “Week
Ending mm-dd-yyyy” to the description and be sure to Save before leaving the page.

(= My Time Off sts -

§7i hitps://zlyw] (& Add - 05.12.10.00.20-10.2 - Windows Intemet Explorer r = r— C=Nas X a
& |57+ https./skpwardiscorp.comy/scripts/wsisa.dllAWervice=visfinlampasasturtorqeditd0Lw7isPopup=true alki 2
SKYwanp|| Add @O S 2
Home i Remaining Time Off
Future Future Future |
« i 'l Time Off Code Remaining Approved Waiting Available Remaining Waiting Available fint Queue
Comp Time 2h 30m 2h 30m 1
. N EXCUSED LEAVE -4 Days -4 Days d
G
Views: |Semll |0 Al LEAVE 6 Days & Days a
Dat NON DUTY DAYS 6 Days 6 Days E
PERS STATE LEAV 42.5 Days 42 5 Days L
There are nf F
Time Off Request Save || &
* Time Off Code:| Comp Time - Hours [ ]Hours per Day: 8h 0om Back |
* Reason:| Comp Ussd [~
Description:|Comp Used - Week ending 2-8-2013
Maximum characters: 200, Remaining characters: 168
Type: @ Single Day
© Date Range
* Start Date:|02/08/2013 |+ Friday
Hours: 2|hours 00 Elmimutes
Start Time: 08 [=]100 [v]am [=]
[ Sub Needed
Select additional employees to notify when this request is submitted and approved/denied
Select Employee(s):
4 Asterisk (*) denotes a required field
20 .I
H128% -

TIME OFF — LEAVE REQUEST ENTRY — DUAL POSITION

There are a few employees in the district that are in dual positions. Example of a dual position
employee is one who works as a Teaching Assistant at High School and works as a Bus Driver
for Transportation. Employees that are in dual positions only have the leave benefit available
for their primary campus position. If they take time off from Transportation, they are docked
the hours not worked. As a dual position, you would have a morning and afternoon for the Bus
Driver position and a morning and afternoon for the Teaching Assistant position. If you miss the
morning for the Teaching Assistant position, you will enter a 0.5 day of leave. If you miss the
afternoon Transportation position, you will NOT enter any leave, the payroll staff will just dock the
2 day from your bi-weekly payroll.

If you are a dual position employee that reports to the same supervisor for both positions
(example: Mechanic and Bus Driver), you may use the 2 day increment option. Please contact
payroll if you have any questions.
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TIME OFF — DONATED DAYS

If you would like to donate a day to another employee, you must enter a Donated To entry by
selecting the Donated To Time Off Code and Donated Local Leave To or Donated State Leave
To Reason code. Please use the Current Date “Today”. Add the employee name that you are
donating to in the description. If a name is not included in the description field and/or you do not
have the Local or State Days available, the leave request will be denied. Payroll staff will approve
or deny your request and make adjustments to your Local and/or State Leave when the Donated
day is used. Donated Days will not be deducted from your Local or State Days until the employee
that you are “donating to” needs to use the donated day. See the Employee Handbook for
additional information on who is eligible to receive a Donated Day.

§i% Add - 05.23.06.00.02 - Google Chrome - O *

8 skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinlampasastx/riorgedit001.w?isPopup=true

Add K- B
Remaining Time Off
Future Future Future
Time Off Code Remaining Approved Waiting Available Remaining Waiting Available
Dock Pay 0 Days 0 Days
Donated To -1 Days -1 Days
EXCUSED LEAVE -4 Days -4 Days
LOCAL LEAVE 23 Days 23 Days
MNON DUTY DAYS 5 Days 5 Days
PERS STATE LEAV 15 Da 15 Days
Time Off R Save

Back

* Time :|Donated To - Days

:|Donated Local Leave To

Description: Donated Local Leave To
Donated State Leave To

Maximum characters: 200, Remaining characters: 200
Start Date: [06/29/2023 |[zg] Thursday
Days: 0.0000
:|08:00 ||AM
[ Sub Needed

You must include the

employee’s name here.

Select addi

| employees to notify whe s request is submitted and approved/TE

Select Employee(s):

Asterick (*) denotes a reguired field

The Employee Handbook also has information on the total number of days you can donate to any
one employee / Sick Leave Pool.

If you use all your Local Leave before the employee needs to use the Donated day, your “donated
to” request will be deleted. Essentially whoever needs the Local Leave day first will be able to
use the day.

An employee must have used all their leave before they can receive any Donated days. An
employee that receives Donated days, will be required to enter a Dock Leave. See Dock Pay on
previous pages.
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TIME OFF — APPROVAL (Principals/Directors or Designees)

Select Time Off and then My Approvals.

-

/= Employee Access - 05.13.02,00.03-10.2 - Windows Internet Expl
L —

‘s’ﬁ https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinlampasaste/semhom0L.w

‘/_ Lampasas ISD Fin Ve ot | Preferences | Exit ?

SKYWARD
Employe ccount
Informati Master " urchasing

~ Time Off

pue

My Status

My Reguests

My Approvals
My Employees

2P F o F

BN

72 My Approvals - 05.13.02.00.03-10.2 - Windows Internet Explorer

§71 https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinlampasast/rtorqbrws002.w

f- Lampasas ISD Fin N0 N ccount | Preferences | Exit | ?
SKYWARD
Employee Account .
hisna Information Master AT
4 My Approvals W 4 2 @ 57 ravoitesw T New window £ My Print Queue
Number of Time Off Requests set to Approve: 0 ASUDWR‘
rovals
Number of Time Off Requests set to Deny: 0 anngenié\s
Views: |[Waiting for Approval (sorted by date) =] > v M @_] o Aftach
Filters: il - == = = ]
Date & Name e e [Tl B et o e Ap;fjfe'; Apprj‘f‘:‘; Time Off Code Freroe Select All
-All Emps-
(‘p 01/14/2013 Man|  XXXXXXXX [ ] 1 Days|Used 7Days| 6 Days|LOCAL LEAVE -
7"1‘ o | __ioeslised || 700 o0 A=
-One Emp-
Quick
Select
Unselect All

Requests
Awaiting
Lower Level
Approval

Calendar

To approve an employee time off request, simply check the box next to the employee name in
the approve column and click on ‘Submit Approval and Denials’ in the upper right hand column.

If you are the Campus Principal / Department Director and you have designated another
employee at your campus / department to approve time off requests. You would need to click on
the button on the right hand side, ‘Requests Awaiting Lower Level Approval’ to see all staff
requests for your campus / department.

Under the Views, you may select to view all requests that have been approved, all that have been
denied, all requests or like the example above ‘Waiting for Approval (sorted by date).’

Also if you want to view more information on any specific request you can click on the arrow on
the left side and the Expand All option to view more information about the employee’s status.
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(= My Approvals - 65130200

74 hitps://skyward.iscarp.com/scripts/wsisa.dll/WService=wsfinlampasasb/torqbrws002.w a

Lampasas ISD Fin ) 9.9.9.9.9.90.9.4 Account | Preferences | Exit | | ?
SKYWARD
Employee MIu:N Account .
Home | formation | (81 | Master | " Urchasing |
<4l My Approvals i v 2 @ vyravoitesw TNew Window £ My Print Queue |
Number of Time Off Requests set to Approve: 0 Submit
) Approvals
Number of Time Off Requests set to Deny: 0 and Denials
Views: |[Waiting for approval (sorted by date) oY i @ & [ Attach )
Filters: | *Requests Waiting for Approval (sorted by date) [+ =
Rate + Name e [ e it o Ap[?rif\:: Apprgf:‘; Time Off Code P Select Al
-All Emps-
6 Days | LOCAL LEAVE < | p—
( Select All
-One Emp- |
| Quick ‘
Select
| Unselect All |
Requests
» Remaining Time Off Awaiting
Lower Level
» Other Employees with Time Off on this day Approval
| calendar _\

TIME OFF — REVIEWER REPORTS (Principals/Directors or
Designees)

Home > Jump to Other Systems > Human Resources

§7 hitps://skyward.iscorp.com/scriptsfwsisa.dll/WSenvice=wsfinlampasasty/semhom0Lw ]
Lampasas ISD Fin Nancy Yeary  Account | Preferences | Exit | ?
r
Employee Time = Account F
| Information  Off | Master | "urchasing |
- - Employee Access ‘ @ - ﬁFavnrﬂesv m New Window lﬂl My Print Queue
My Favorites My Print Queue o Jump To Other Systems
No favorites available. Job EES B Employee Access Ln|
No ftems available. # FingocialManagement Ln|
QR tmanesouces 2 @)
| Recent Programs
- Employee Access Home
W2 Information
District News My Requests
No news to display. Accounts Payable Payments
ﬁ Financial Management Home
WF
Personal Information
My Status
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Select Time Off > Reports

/2 Web Human Resources - WH

§74 hitps://skyward iscorp.com/scripts/wsisa.dl/WSenvice=wsfinlampasaste/shrhom0Lw

/ Lampasas ISD Fin Nancy Yeary  Account | Preferences = Exit | | 2
WARI
ue
v Off
Reporis Q
|
o leshis avallale. & Financial Management T
A Human Resources L

Recent Programs

1 Human Resources Home
WH

District News i Employee Access Home

No news to display. W2 Information

My Requests

Accounts Payable Payments

Financial Management Home
WF

Click on the “Unapproved Time Off Requests Report” to view all outstanding Time Off Requests
for your location.

Click on “Employee Access Time Off Requests” to review all submitted requests for a specific
time period. This is the report that should be run weekly and compared to the weekly sign-
in sheets to verify that all leave requests have been entered by the employee and approved
by the Principal / Director or their designee.

§74 hitps://skyward.iscorp.com/scripts/wsisa.dll/WSenvice=wsfinlampasaste/htofrtrecd0Lw

Nancy Yeary  Account | Preferences | Exit ?

Lampasas ISD Fin
SKYWARD

Hom

% 2 @ 7 Favortesw T New Window 5 My Print Queue
g’ =] Time Off Reports - RE

< <) Unapproved Time Off Requests Report - UT

[ Employee Access Time Off Requests - ER

Click on your campus / department report and click on the edit button on the right side.
Explorer o M e < o

@ Reports - WH\TO'\RE - lo?Mmmm-m-mm Internet
‘m https://skyward iscorp.com/scripts/wsisa.dll/WService=wsfinlampasastc/htofrireed01.w
Lampasas ISD Fin Nancy Yeary  Account | Preferences | Exit
SKTwarp "
(2 Emplayee Access Time Off Requests - WH\TO\REVER - 26088 - 05.13.02.00.03-10.2 - Windews Internet Explorer ol o
bomeh = M’, https://skyward iscorp.com/scripts/wsisa.dll/WService=wsfinlampasast/qrprtbrws001.w?BrwsTitle=Employee Access Time Off Requests&RptProg=hi/4torrprt0L p&lv @ L |
4 Reporty Employee Access Time Off Requests LIRS~ I | £S5 My Print Queue
= . . OffRepo | & Display My Tempiates ¥ Display Shared Templates  * Display Siward Termplates [ ——
[) Unapproved || Employee Access Time Off Requests Templates & @, [ et | I
' 1—7 Employee Ad| Template Type a = — Created By | iy, |
1) User Curriculum - HUB YEARY, NANCY E. - | (( ot
E————
3) District Dree BUNTING, WANDA M. ()
3) District Kline Whitis BUNTING, WANDA M.
3) District Taylor Creek BUNTING, WANDA M. (_Dekcte )
3) District Technology BUNTING, WANDA M. |  Back |
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Update the “date time off request was requested’ to the week that you are reviewing. Then
click Save and Print to view the report.

& = = '
Home Insel e - - @

¥ cut m https://skyward iscorp.com/scripts/y .dll/WServic npasastx/hrrp s001.wlisPopup=true & EEat

i RS- Rk

- Format Painte:

Replace
[3 setect -

Clipboard Check Editing
| Template Settings &

: * Template Description: [Sigrennomaoe | | save |
& I™ Share this template with other users in the district '
- I™ Print Greenbar

| Back |

Display:
Heading: [Time OFf Reguests |

Sort Option:
" Employee/Status/Date Entered  Employee/Status/Date Approved ® Employee/Status/Date Requested

Date Time Off Request was Requested:

02/11/2013 through: [02/15/2013 _; > [ Reset |

[ Include Time Off requests with a blank approval date (Requests Waiting Approval or Denied).

Print Options:

¥ Print time off requests that have been approved.

[¥ Print time off requests that are waiting for approval.
I™ Print time off requests that have been denied.

[¥ Print time off request descriptions.

Report Type:

T Employee
©® Supervisor
Org Chart to use:

* Employee: |" @

il

* Selection Parameters: ‘Default Parameters ‘v‘

Sub Needed:
Include Reauests with Sub Needed eaual to: C Yes © Nn & Rath & a

»

®15% v =

Click on View Report.

-cess Instruction Manual updated Feb 201

Home | Inset  Pagelayout  References  Mailings  Review  View  Developer  Acrobat
o (I T 2 - e
ﬁ Al E A A aBchD(' naebcede AaBbt aaBbce AaB daBbCe. |

53 Copy 2 Replace
- Format Painter l§ setect -
Clipboard i 2 Editing

e Wormal | T No Spaci..  Headingl  Heading 2 Title Subtitle - Change

§7} hitps://skyward.iscorp.com/scripts/wsisa.dll/WSenvice=wsfinlampasasbe/qrprtbrws001.w?BrwsTitle=Employee Access Time OFf Requests&RptProg=hr/dtorpri00l.p&l @

Employee Access Time Off Requests O S 7

I Display My Templates I Display Shared Templates 2 Display Skyward Templates
Employee Access Time Off Requests Templates %1 & |

Template Type & Description Created By l—-
Curriculum _ HUB [EUATV7T N, - | ot
3) District DAEP BUNTING, WANDA M. (

3) District Kline Whitis BUNTING, WANDA M.

3) District Taylor Creek BUNTING, WANDA M. l

3) District Technoloay BLINTING WANDA M § (

Employee Access Time Off Requests - Curriculum - HUB has
finished processing.

i View Report _ Back i

The report will be displayed and you can print the report to review all time off requests for your
department / campus.
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E-MAIL NOTIFICATIONS — OUTLOOK FOLDER

As a first level approver, if you do not want your e-mail notifications to clutter up your inbox, below
is a process you can setup where all time off related e-mails will be automatically dumped into
another folder.

First, you will need to setup a separate folder under your inbox. Open up your e-mail account.
Right click on the Inbox and select Create New Subfolder. Name your folder. Example: ‘EA Leave
Requests’

[ - - -
e@|ﬂﬂ https://outlook.office365.com

File Edit View Favorites Tools Help

= a MetaFrame Presentation S... a Web §

= - Office365"  Outle

@ New SEN
All

p Search Mail and Pecple
vIKe
»TMI
(© Folders - el

Once you have your folder created, click on Settings in the upper right corner and select “Options.”

P )

ildTangent ORB - To... v |8 Suggested Sites v

mri \
4°?I 3

1 Office 365 settings p AOA
Mail settings epyal  =3Fol I
Refresh M
nvebbd@ ™
Automatic replies
Display settings
T am.com>;

Manage apps |

Offline settings

Change theme

Feedback
I . you atthe TAS

Summer Workshop later next week in Kerrville!
W

F T s TR o S ST S,

< >
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nder Options Click on “Inbox Rules.” Click on +.

: Offilcg 365 Ou.tlook: Wt

(© Options

Shortcuts ~ Inboxrules

» General

“Mail Choose how mail will be handled. Rules will be applied in the order shown. If you don't want a rule to run, you can tumn it off or delete it.

4 Automatic processing ~
Automatic replies @ m T ¥
{ Inbox rule:
e v Time Off Request

unk email reporting
Mark as read
Message options
Read receipts
Reply options
Retention policies
4 Accounts
Block or allow
oot Rule: Time Off Request
Forwarding

) After the message arrives and...
POP and IMAP

Name your new inbox Rule (Time Off Requests); Under ‘When the message arrives, and:’” select
“It includes these words in the subject” and then type “Time Off Request.” Click the “+’ plus sign

to add the words to the box and then click OK.

File Edit View Favorites Tools Help
l| 3 :‘,':] MetaFrame Presentation 5... .6'3 Web Slice Gallery « e:j Free Hotmail e:j Ebay

- Office 365" BN

H ok * Cancel

New inbox rule

Name

‘When the message arrives, and *

Select one... -
Add condition
Do the following *
Select one... -

Add action

Except if
Add exception

+| Stop processing more rules (What does this mean?)

Under ‘Do the following:’ select “Move the message to folder” and then select the folder that you
created “EA Leave Requests.” Click OK.
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Below is an example of what your “inbox rule” will look like. If you agree with the actions,

Save.

click

Eile Edit View Favorites Tools Help

9% 2] MetaFrame Presentation S...

: Offi.cg 3651 Outlookl ;i

@ ¥ Cancel

ime Off Request

Time Off Request

It includes these words in the subject...

-~ Time Off Request

Add condition

Do thg -
Move the message to folder..

Add action

Except if
Add exception

v| Stop processing more rules (What does this mean?)

PRINTING

§7% hitps://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinlampasasty/rtorgbrws007.w

Lampasas ISD Fin
SKYWARD
Employee
o Information

<4l My Time Off Status W

Account | Preferences | Exit ?
XXXXXX

E - i.? Favoritesw ﬁ] New Window @ My Print Queue

Views: | General : Filters: | *Skyward Default :

Prior Year

Remaining &

Time Off Code a Allocated

P EXCUSED LEAVE 4 Days 5 Days -1 Days -

w Current Year (Includes all dates)

Used Remaining Approved Waiting

w Pending Requests

There are no Pending Requests available.

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

Date Description/Reason Allocated Used Remaining
10/10/2012 Wed lliness / liness 1 Days 4 Days
09/27/2012 Thu Personal / Personal 1 Days 5 Days
08/01/2012 Wed ALLOCATED / ALLOCATED 5 Days 6 Days
02/23/2012 Thu lliness / liness 1 Days 1 Days
12/02/2011 Fri Personal / Personal 1 Days 2 Days
12/01/2011 Thu Personal / Personal 1 Days 3 Days
11/02/2011 Wed lliness / liness 1 Days 4 Days
08/01/2011 Mon ALLOCATED / ALLOCATED 5 Days 5 Days
02/08/2011 Wed lliness / liness 1 Days

02/08/2011 Tue lliness / lliness 1 Days 1 Days
More Time Off Transactions

» PERS STATE LEAV 30 Days 20.5 Days 9.5 Days 9.

Back &
Forward
Ctrl+ Shift+L

Copy background

Selectall
Paste

All Accelerators 3

Create shortcut
Add to favorites...

View source

Encoding »

Print preview,

Refresh

Append to Bxdsting PDF
Convert to Adobe PDF
Export to Microsoft Excel
Send to OneNote

Properties

If you want to print any screen, you can right click with your mouse on any screen and select

Print.

If there is a print option (usually in the upper right hand corner of the screen as seen on previous

pages) you can run a report and print the information.
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