SKYWARD EMPLOYEE ACCESS: GETTING STARTED
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SKYWARD EMPLOYEE ACCESS: GETTING STARTED

Navigating the Home Screen

@ Employes Access - 05.15.10.00.09 - Mazilla Firefox

& | https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/semhom01.w

=21 E |

© Task Manager (1) a

Jump to Other Dashboards

*Calendar

Calendar Events

Date Task Surnma Sublect | | No calendar events available

Mansﬁeld I_ndependent SChOGl DlStrlCt Grover Cleveland  Account Preferences Exit ?
' SKYWARD
Home Employee @ Time | True FastTrack FastTrack
" Blinformation Off MTime BWOpen Positions | Screener
<l /" & Employee Access © u B @ Tiravoritesy T]new Window S Hy Print Queue

Tue Feb 23 2:43mSub Account Code Request

Skyward User

Reset Dashboards Select Widgets

Task Processes

1 SUB ACCOUNT APPROVAL FORM

District News

The Affordable Care Act: IRS FAQs -
0On December 28, 2015, the IRS extended due
dates for employer health care information
reporting forms in 2016. Employers must furnish
employees with either Form 1095-B or 1095-C by
March 31, 2016. Individual taxpayers wil
generally not be affected by this extension and
should file their tax returns as they normally
would. However, due to these extensions, some
individual taxpayers may not recewve a Form
1005-B or 1095-C by the time they are ready to
file their 2015 tax return. While the information -

@ 2016 Skyward, Inc. All rights reserved. Mansfield 15D LIVE Finance DB

Windows 7 [ Firefox 44

Widgets — the individual boxes on your home screen are called Widgets. You can

customize your home screen by clicking Select Widgets.

Task Manager — action required by you. Click the hyperlink to get started.

Employee Information — review and update personal information, payroll information,

and online forms
Time Off — review leave balance, schedule leave

True Time - elecftronic time sheet for paraprofessional employees
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SKYWARD EMPLOYEE ACCESS: GETTING STARTED

Employee Information

What's My Employee ID#?

Click Employee Information/Personal Information/Custom Forms/Employee ID

[ Personal Information - 05.16.02.00.06 - Google Chrome

|9 https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService =wsFin/rempltabs001.w

o
gy

Grover Cleveland

Mansfield Independent School District

SKYWARD
G Syl Time | True FastTrack FastTrack Expense
el Off | Time | Open Positions | Screener | Reimbursement
< ﬂ Personal Information &

|| ¥ Demographic Employee: CLEVELAND GROVER TEST

Employee Info Employee ID

Account

Preferences

© v [ W yFavoiitesw ¢ New Window £ My Print Queue

Exit | [9 ‘l

| Address

||| * Personnel

Employee Name: cROVER TES]

Employee's ID: |g45224

Personnel Info
Lane/Step History
Prof Development
Assignments
Certifications

» Payroll
Time Off Status
Sub Transactions
AP Payments
Employee Letters

¥ Custom Forms

| Emergency Contacts

Attachments
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SKYWARD EMPLOYEE ACCESS: GETTING STARTED

Update Phone Number and Email

Click Employee Information/Personal Information/Demographic/Employee Information

‘ Personal Information - 05.15.10.00.09 - Mozilla Fire

& | https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/rempltabs001.w

o )

SKYWARD
S Time | True FastTrack FastTrack

e lnii=iteg  Off | Time | Open Positions | Screener

<4l Personal Information %

I ¥ Demographic Employee: CLEVELAND GROVER TEST
Employee Info Employee Info
Address
¥ Personnel

o

| View

History

-] E - {,?Favnr'rtesv ‘D New Window IEI My Print Queue

Personnel Info
Lane/Step History
Prof Development

Employee Information

Assignments

Request
Changes

m

Certifications
p " Name
w Payrol Conf.
Checks Former Name: SMITH Yes
Check Estimator Spouse Name: Yes
Calendar YTD
:'Sfal Y;D ] Phone
D?S D?’D EPD_t Conf.
rect Lepost Phone 1:/(817) 8670305 |Ext: Yes
W2 Information - . =2 S
W4 Information one = : 88
Phone 3: Ext: Yes
Time Off Status i
1st Ermai: GROVERCLEVELAND@MISDMAIL.ORG
gubjltansactions 2nd Emai: GROVERCLEVELAND@HOTMAIL.COM Type: Personal
Employee Letters 3rd Emai: GROVERCLEVELAND@GMAILL.COM Type: Personal
P Custom Forms 4th Email: Type:
Emergency Contacts
Race and Ethnicity
Ethnicity: || Hispanic/Latino?
Federal Race:[_| 1-American Indian or Alaskan Native
[[]2-Asian
|| 3-Black or African American

Click Request Changes to submit updates to the Department of Human Resources
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SKYWARD EMPLOYEE ACCESS: GETTING STARTED

& S s - o oo BRI
’ ttps://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WS5ervice=wsFin/rgenZedi wlisPopup=true
| @ | http db sfieldisd.org:444/scrip dIl/WS Fin/rgen2edit001.w?isPopup
Request Changes - Employee Information
Employee
Employee: CLEVELAND GROVER TEST
L
Demographic Request Change - Employee Information
Name
Conf.
L
Former Mame: SMITH Yes
Spouse Name: Yes
Phone
Conf.
W Phone 1:((817) |[867-9305 |Ext:| | Yes
Phone 2:| I |t | Yes
Phone 3:| I |t | Yes
15t Email:|GROVERCLEVELAND@MISDMAIL.ORG |
2nd Ermail:| GROVERCLEVELAND@HOTMAIL.com | Type: Personal -
3rd Email: |GI()V'EII{1EVEI.AII)@GIIAI_.CGI | Type: Perscnal -
4th Ermail: |other@ermail.com | Type: other -
Race and Ethnicity
Ethnicity: || Hispanic/Latino?
Federal Race: [_| 1-American Indian or Alaskan Native
[]2-Asian
["]3-Black or African American
Il ["]4-Native Hawaiian or Other Pacific Isander
[Is-white

Enter information to be updated then click the Save button.
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SKYWARD EMPLOYEE ACCESS: GETTING STARTED

Update Address

Click Employee Information/Personal Information/Demographic/Address

‘ Personal Information - 05.15.10.00.09 - Mozilla Fire

& | https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/rempltabs001.w

o )

Mansfield Independent School District
' SKYWARD

Sl Time | True FastTrack FastTrack

Hlaue Iz Off | Time | Open Positions | Screener

I 4| Personal Information %

w Demographic Employee: |CLEVELAND GROVER TEST
Employee Info Address
| View
w Personnel

History

Personnel Info

Lane/Step History uiiess
Prof Development Primary/Mailing Address Conf: Yes
Assignments Primary

Certifications
123 MAIN 5T

¥ Payroll MANSFIELD, TX 76063 =
Checks
Check Estimator
Calendar YTD
Fiscal YTD
History Report
Direct Deposit
W2 Information | Request
W4 Information | EIITE

Time Off Status

Mailing

Sub Transactions

Employee Letters
» Custom Forms

Emergency Contacts

Grover Cleveland  Account | Preferences | Exit ?

@ L E . {?Favorﬂesv €|=_-| New Window 'ﬁ My Print Queue

Click Request Changes to submit updates to the Department of Human Resources
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SKYWARD EMPLOYEE ACCESS: GETTING STARTED

| @ Request Changes - Primary Address - 05.15.1000.09 - Mozila Firefox [E=SR IS
@ | hitps://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/rgen2edit018.w?isPopup=true
Request Changes - Primary Address - I

Employee

Employee: CLEVELAND GROVER TEST

Current Primary Address

123 MAIN 5T
MANSFIELD, TX 76063

New Address
House # Dir Street | Update with Current Primary | | Neyy Primary Address Preview
Address:|
EED BROAD ST ]| (456 BROAD 5T
Address 2 MANSFIELD, TX 76063
S.U.D.: - # PO Box: | |
*7ip Code: 76063 [v|[ ] City/State: MANSFIELD, TX
County: | =] | Township: | =] |

Asterisk (*) denotes a required field

Enter information to be updated then click the Save button.
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SKYWARD EMPLOYEE ACCESS: GETTING STARTED

Personnel

View Assignment History with Salary Information
Click Employee Information/Personal Information/Personnel/Assignments

.1 Personal Information - 05.15.10.00.09 - Mozilla Firefc

& | https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/rempltabs001.w

=1 5 o]

Grover Cleveland  Account

Mansfield Independent School District
SKYWARD
SOEE Time | True FastTrack FastTrack

Preferences | Exit ?

itz Iz Off | Time | Open Positions | Screener
I " H Personal Information * e v E - {}'Favurﬂesv q‘_‘lNew Window 'E'My Print Queue
w Demographic Employee: CLEVELAND GROVER TEST
Employee Info Assignments
Address

w Personnel

Assignment Year: 2014-2015 -

Personnel Info

Lane/Step History Views: General - Fiters: *Skyward Default «
Prof Development

Assignments
Certifications

» EACHER |FOURTH GRADE|101 TEACHERS ACADEMIC (101 ALICE PONDER ES 04/01/2015 06/

w Payroll
Checks
Check Estimator
Calendar YTD
Fiscal YTD
History Report
Direct Deposit
W2 Information
W4 Information

Time Off Status
Sub Transactions

Employee Letters

20 » 4 4 » W 1 records displayed

» Custom Forms

Emergency Contacts

Update the Assignment Year to view different years

Click the arrows to expand the view and see more information

Po=iion & Assignment Group Building FTE Start Date End Date
f2015

W B

Salary
13,556.32 (ks

8|Page



SKYWARD EMPLOYEE ACCESS: GETTING STARTED

Payroll

View Check History
Click Employee Information/Personal Information/Payroll/Checks

— — ™
@ Check History - 05.15.10.00.09 - Mozilla Firefox [ESEEER e

—
lywardbis.mansfieldisd.org:444 /scripts/wsisa.dll/W5ervice=wsFin/tabcontainer)01.w?hProgram=epayrollbrws001 8thSecurity=08thSLinkMName=Check History&hJ5Toload=Fi
—— i 2
Mansfield Independent School District Account | Preferences. | Bxt | |2
N om SO Time | True FastTrack |
ETE  Off | Time | Open Positions |
4 Hr Check History 1‘:}’ (2] @ ' ﬁFavurﬂes' q:lNew Window ﬁMy Print Queue
Views: Check Date Seq - Check Detail Informaticn ~ Filters; *Skyward Default + hid m @ [&L Show
Check
Check Gross Net|C [
I EEEDED Number Wages Amount| T Show
YTD Amts
b 01/20/2016 000174933 1,161.60 063.24 R ———
P 12/17/2015 | 900165518 1,738.65 140899 R Mol
» 11/20/2015 900159770 1,203.75 996.19 R S
b 10/20/2015 900154103 903.75 758.44 R
B
L
M
[
M
[l
Ll
Ll
| 1] r
1 20 ~ 5 records displayed Check Date::]
[l
M
—
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SKYWARD EMPLOYEE ACCESS: GETTING STARTED

View Salary Letters and Contracts
Click Employee Information/Personal Information/Employee Letters

— ™
[ o s copecere 0 | - =
- — . . . . . .
[} https://skywardbis.mansfieldisd.org:444/scripts/wsisa.dll/WService=wsFin/rempltabs001.w Q
Mansﬁeld Independenr SChOO] DlStﬂCt Heather Brubaker  Account | Preferences | Exit ?
SKYWARD
Home |+ MWL Time | True Fastlrack FastTrack Expense I
Information Off | Time | Open Positions | Screener | Reimbursement
<l  Personal Information i Y & @ 1yrevortesy §Newwindow £ Ny Print Queue I
» Demographic Employee: [BRUBAKER HEATHER MASON
¥ Personnel Employee Letters
¥ Payroll Views: [General v | Filters: | *skyward Default = | Y i = h‘;.l | DD%LE:EM
Time Off Status Posted Dsta * | Description Posted Time |:|
SUITa s cions 95/10/2616 | CONTRACT NON-CERTIFIED OTHER 20162017 | 123055 |
AP Payments 89/11/2@15 15-16 SALARY LETTER SALARY 15:29:11
03,/12/2814 2014-2015 Salary Letter 18:16:05
Employee Letters
» Custom Forms
Emergency Contacts
Attachments
(] »
3 records displayed Posted Date:|
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