Procedimientos de la Aplicacion Skyward Mobile Access

Para registrarse con un dispositivo movil, primero debe descargar la aplicacion Skyward Mobile Access.
Si ya tiene la aplicacion instalada en su dispositivo, puede pasar a la pagina 4 para obtener instrucciones
sobre como marcar su entrada, su salida y enviar sus hojas de asistencia.

Si no tiene la aplicacién instalada en su dispositivo, las instrucciones sobre como descargar la aplicacion
son las siguientes:

e Busque la aplicacién Skyward Mobile Access

Skyward Mobile Acce...
y aml cucation OPEN
SKYWARD .

* * W .lﬁ!'

e Seleccione by District Name

SKYWARD

Locate District

Ry
Q

=] by Postal Code

by Current Location

ﬁr by District Name

Please select how you would like to find your school

district from the above options.



e Seleccione Select Product

Districts SKYWARD

Select Product

‘7. School and Business Management

Family, Student, Teacher, and Employee Access

Please select the Skyward product you would like to
use for this district.

e  Utilice sus credenciales de Skyward para obtener acceso

< Products SKYWARD

Login Credentials

— > Login
= Password

Description

Please setup your credentials to access Skyward
Mobile Access.

Details SHARYLAND ISD
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e Elija una contrasefia de cuatro digitos

SKYWARD

Set a passcode to secure your
Skyward Mobile Access account.

e Elija la cuenta mévil "Mobile"

Logout SKYWARD

Accounts

ND ISD Account

SHARYLA
Mobile
- ARYCAND ISD Account

- Desktop

Add Account




EMPLEADOS CON UN TRABAJO

e Seleccione el menu desplegable en la seccion "Quick Entry" y elija "In" para comenzar la jornada laboral

Quick Entry

Your status is successfully changed.
In v H

Scheduled Hrs. : 8h 00m
Weekly Total : 24h 00m




EMPLEADOS CON MULTIPLES TRABAJOS

Si el empleado tiene varios trabajos, el menu desplegable de "Quick Entry" mostrard todos los trabajos asignados.

EJEMPLO
— In - SPECIAL ED. AIDE (Primary)

In - Summer Camps Support
In - EXTRA DUTY ATHLETICS

Temporarily Out of Office

e Seleccione el trabajo apropiado. Una vez que seleccione su trabajo, su estado cambiard a "In"
para comenzar la jornada laboral.

Gone J 6 Skyward 4

Scheduled Hrs. : 8h 00m .
Weekly Total : 13h 09m Quick Entry

In - EXTRA DUTY ATHLETICS '

Notifications
Start Time : 3:36 PM

Duration : O0h 00m
Daily Total: Oh 12m

Nothing new right now.

Teacher Quick Access —
{ v }
You don't have any current classes =
Notifications
Nothing new right now.
In - SPECIAL ED. AIDE (Primary) Teacher Quick Access

In - Summer Camps Support

In - EXTRA DUTY ATHLETICS

Temporarily Out of Office
Lunch

You don't have any current classes



e Seleccione el menu desplegable "Quick Entry" y elija "Lunch" para marcar la salida para el almuerzo

Skyward
Quick Entry
Lunch v G—

Start Time: 12:01 PM
Duration : Oh 00m
Daily Total : 4h 00Om

s

o Seleccione el menu desplegable "Quick Entry" y elija "In" para marcar el regreso del almuerzo

- Skyward —
Quick Entry
In v —

Start Time: 1:00 PM
Duration : 4h 00m
Daily Total : 8h 00m

)




e Seleccione el menu desplegable "Quick Entry" y elija "Gone" para finalizar la jornada laboral.

Skyward

Quick Entry

Your status is successfully changed.

Daily Total : 8h 00m
Scheduled Hrs : 8h 00m
Weekly Total : 32h 00m




e Para completar la semana laboral (viernes), seleccione la flecha "hacia atras" en la parte
superior izquierda de la pantalla.

Quick Entry

In v

Start Time: 12:58 PM
Duration : Oh 39m

Daily Total : 4h 39m

(V)

e Seleccione Continuar "Continue"

Please Confirm

This will log you out and return you to the Account
selection screen, do you want to continue?

/7~ N\ —’
1@ Cancel
N S




e Seleccione la cuenta "Desktop"

< Logout SKYWARD

Accounts

D SHARYLAND ISD Account

I I SHARYLAND ISD Account

Add Account

e Seleccione "True Time"

< Skyward

AA @ skyward.sharylandisd.org ¢
_ Account Preferences Exit ?

»
SKYWARD

l Lome 8 Employee | Time ' FastTrack |
Information ‘ Off Open Positions ‘

© E @8 . Favorites¥ T |New Window IEI My Print Queue

Jump to Other Dashboards

Employee Acce

Skyward User

Employee Check History
Reset Dashboards Select Widgets Quick Entry
Unsubmitted




e Seleccione "Unsubmitted"

< Skyward

AA @ skyward.sharylandisd.org C

2 _ Account | Preferences | Exit

A7
Time RG] FastTrack [ ]
Off WIEE Open Positions l

SKYWARD
¥ True Time + My Time Sheets

Home K4 Employt.ee
Information

History

Quick Entry g
My History

My Setup
Data Mining
Reports

o o o o

Los empleados tienen la opcidn de ver su hoja de horas antes de enviarla.

e Seleccione Ver "View Time Sheet"

3 % _ Account | Preferences | Exit ?

SKYWARD

B Employee | Time BV FastTrack |
7| information | orr [ Open Positons

R

© 7@ . Favorites ¥ "] New Window &5 My Print Queue

Time Sheet Information for_ &) EQ
Week Start » Week End Total Hrs | Status

P 07/18/2020 | 07/24/2020 | 25h 14m|Time Sheet Not Submitt

Filter
Options
View Time
Sheet

Submit Time
Sheet
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e Revisar la hoja de tiempo "Time Sheet".
e Seleccione "Submit Time Sheet" para enviarla para su aprobacién.

@ skyward.sharylandisd.org

Time Sheet for . 07/11/2020 -

07/17/2020 Submit

Time Shet

Period Summary compTim

Informatio

Type Pay Note Hours —]
WORK CLER (CLERICAL}) 40h 54m Frint

Back
Total Hours:  40h54m —

Original Hours Paid:  4thoom

Requested Comp Time Clock Hours:  1hoom

Adjusted Hours Paid: 40hoom

Adjusted Hours Paid = Original Hours Paid - Requested Comp Time

Clock Hours
Comp Time Totals
Time Off
Time Off Code Days or Hours Clock Hours Requested Comp Time Factor Allocated
COMP TIME Hours 1h 00m * 1.5 = 1h 30m
Daily Totals
Status Note Hours
Sunday 07/12/20

07/12/20 Total Hours: 1h 00m
Monday 07/13/20

7:57 AM - 12:00 PM IN 4h 03m
12:00 PM - 1:00 PM LNCH 1h 00m
1:00 PM - 4:57 PM IN 3h 57m
07/13/20 Total Hours: 8h 00m
Tuesday 07/14/20
8:00 AM - 12:00 PM IN 4h 00m
12:00 PM - 1:00 PM LNCH 1h 00m
1:00 PM - 5:01 PM IN 4h 01m
07/14/120 Total Hours: 8h 01m
Wednesday 07/15/20
7:58 AM - 11:58 AM IN 4h 00m
11:58 AM - 12:58 PM LNCH 1h 00m
1258 PM - 4:58 PM IN 4h 00m
07/15/20 Total Hours: 8h 00m
Thursday 07/16/20
7:58 AM - 11:58 AM IN 4h 00m
11:58 AM - 12:58 PM LNCH 1h 00m
12:58 PM - 4:58 PM IN 4h 00m

07/16/20 Total Hours: 8h 00m

Friday 07/17/20

8:01 AM - 11:58 AM IN 3h 57m
11:58 AM - 12:54 PM LNCH 0Oh 56m
12:54 PM - 4:50 PM IN 3h 56m

07/17/20 Total Hours: 7h 53m

Adjustments

Adjusted Original
Workday Type Status Start Time End Time Pay Code Start Time End Time Pay Code Adjusted By Note
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e Seleccione "Save"

iFelicidades! iSu hoja de tiempo de la semana "Time Sheet" se ha enviado correctamente!

Time Sheet Submission Informal @ <& 2

Time Sheet Submission Information

The Time Sheet for 07/11/20 - 07/17/20 has been
successfully

submitted by | o~ 07/17/2020 at 4:52

PM.

The Time Sheet is currently Waiting for the Approval of

You can add any additional information about this time
sheet in the Notes field below. These notes will be tied to

the time sheet and be viewable by Payroll.
MNotes:
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