SKYWARD
EDIT TIMESHEETS =

Employees are now required to revise their ol P 4 m—
time sheets prior to submission. The
following information will demonstrate how ‘ ’ - .
to do so. SKYWARD EMPLOYEE ACCESS LOGIN
Where can | update?
i o
‘ SkYWO rd Emplcyee ACCGSS GREGORY-PORTLAND ISD

HTTPS://SKYWARD.ISCORP.COM/SCRIPTS/WSISA.
DLL/WSERVICE=WSFINGREGPORTTX/SEPLOGO1.W

® Skyward App - Only in
the Browser Section B —

® Ondistrict time clocks - can
only add/edit. Will still need S
to add note in employee B
access. |



https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfingregporttx/seplog01.w
https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfingregporttx/seplog01.w

SKYWARD
EDIT TIMESHEETS

SKYWARD

Employee Time LV Fastlrack Expense
LS Y Information . Off ELGEN Open Positions | Reimbursement

+ True Time + My Time Sheets + Supervisor Access
Quick Entry 1] Unsubmitted L My Employees True Time 9]
My Hist’ 1] History L My Employees Totals by Status 1]
My Se 1] My Employees Weekly Averages 1] |
D; Schedule Tracker 1] 1
“{  Quick Entry - Edit the existing . ]
H » My Employees Time Sheets
times. y ey
E W Click Employee Access, True e o S——
- Time, Quick Entr previen) e
Time O ? y° et . Financial Management
 Return Report . -
COMP - Completed Journal Entry 1
EARNED 202 - 3h 15m 3h 15m _
226 S5 Process Generate Bank Check File Completed * | | Human Resources
DOCKED DAY ] B ™ | Assignment Export/Payroll Import a
FOR UNPAID 0 Days 0 Days
L EAVE _ Product Setup
— No Online Forms to be Completed . —
= - Edit Favorites
LOCAL 8 Days 4 Days 4 Davs
SCHOOL ]
- : I MR ECe TN = 3
BUSINESS -165h 45m 165h Status: | In v] . *’
(HOURS) 4am - "
. ! Start Time:| 1:33 pm Employee Profile bl
STATE 10 [ WHIEP\EP
PERSONAL L2 i L7 Duration:| 2h 50m =
L Human Resources Home hE
Add Time Off Request 09/06/2023 Total:| 6h 53m WH
Scheduled Hours:| 7h 30m 'd PPL‘}d“Ct Setup Home hu
Weekly Total: e Ertre s
Credit Card Requisition Info/Format y 15h 07m Quick Entry L




SKYWARD
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True Time Quick Entry

‘ ‘@I
In Luﬂ-::h

Sone fo

:
the dav}

Current Status

“:Fl-\_-.[:i:

Current Status:
Start Time:

Curmrent Time:

Duration:
Scheduled Return:
Mote:

09/07/2023 -

IN
3:00 AM

10:12 AM
2h 06m

Thursday

Transactions for Thursday 09/07/2023 for

Totals

Thu 09/07

Scheduled Hours:

2h D6m
7h 30m

{23 Total:

Lunch Total:

Status
IM

Start Time
8:86 AM

End Time

Duration | MNote
Z2h Béam

Highlight the record that needs
to be adjusted and click Edit
the Existing Times

Add a Missing

[ Eefresh ]

Edit the
Existing
Times
Record
Delele

Close




SKYWARD
EDIT TIMESHEETS

§it True Time Quick Entry - WH - 10657 - 05.23.06.00.07 - Geogle Chrome

B skyward.iscorp.com/scripts/wsisa.dll/WService=wsfingregporttx/httemmain000.w

True Time Quick Entry

‘@ (5one for
‘ In [Lun{:h Ihe daJ

Current Status

Totals Refresh

Current Status: TN Thu 09/07/23 Total: 2h 11m
Start Time: 8:06 AM Scheduled Hours: 7h 30m
Current Time: 10:17 AM Lunch Total:

Duration: 2h 11m Weekly Total: 18h 07m
Scheduled Return:
Mote:
Adjust Start Time, End
Time and Pay Code if

= 2day 090712023 for [

Start TV ne End Time Duration | Nole Save

f2:06 ) am Cancel




SKYWARD
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GREGORY-PORTLAND ISD Jacqueline Aragon Account Preferences Exit 7
SKYWARD

Hiiia Employee  Time | True FastTrack Expense
= ¥ Information | Off [RIu=| Open Positions = Reimbursement
4 i True Time Quick Entry © » B @ iyravoitesw T New Window =1 My Print Queue

Totals

Wed 09/06/23 Total: 5h 38m

the edit, then save.
Timesheets without a reason,
will be denied.

= End Time Dwration | Mote Pay Code Save
1 [12:03 JPm 4h 03m | | |[PYRSP - Cancel
01:33 M|  1h3om | | [PyRsP -

1h 35m II PYRSP -
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U/ - Google

el
W RTY;

B skyward.iscorp.com/scripts/wsisa.dll/WService=wsfingregportty/httemmain000.w

True Time Quick Entry

Totals
Mon 09/04/23 Total:
Scheduled Hours:
Lunch Total:
Weekly Total:

<Prev Day (09/04/2023 - Monday

If the changes resultin a
time gap, you can add a
missing record if needed.

Transactions for Monday 09/04/2023 for

Status Start Time End Time Duration
R T T

11:39 AN 4:38 PM Ah 51m Add Record
4:38 PM G:38 PM

Add a i lissing

IM 1h 89m Record

Delefe

Close




SKYWARD
EDIT TIMESHEETS

§i1 Add True Time Entry - WH - 10657 - 05.23.06.00.07 - Google Chrome
B skyward.iscorp.com/scripts/wsisa.dil/WService=wsfingregporttx/httedtime000.w?isPopup=true

Add True Time E| Add the missing record, enter
reason in the note sections

Add True Time Ent and don’t forget to save.

Date. i o 2! |Meeting at Campus then went to
Start Time: [10:33  |[AM lunch
End Time: |11:09 AM
Status: | LUNCH v

View of Monday Workday Schedule for NG

Workday WorkStart Work End Lunch Start Lunch End Detail
Y 8:00 AM 4:30 PM 12:00 PM 1:00 PM
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: {? True Time Quick Entry - WH - 10657 - 05.23.06.00.07 - Google Chrome

B skyward.iscorp.com/scripts/wsisa.dll/WService=wsfingregporttx/htternmain000.w

True Time Quick Entry

@ o 2

Totals [ Refresh ]
Mon 09/04/23 Total: 3h 21m
Scheduled Hours: 7h 30m
Lunch Total: 1h 00m

Weekly Total:

Check if all the edits are
correct, if so, you can close
or go back and make any
other adjustments.

<Prev Day |09/04/2023 - Monday

Transactions for Monday 09/04/2023 for

=tatus Start Time End Time Edit the

. . Existing
= Lleis 11:39 A4| \SEEESUBNIUIUUUNINN—. i vt
LMNCH 11:39 AM 12:39 PM 1h @@m Campus Meeting then w

Add a Missing

IN 12:39 PM 3:38 PM 2h 51m Record

Deleie

Clozse




TIME CLOCK
ADD/EDIT TIMESHEETS

Tap History.

Wednesday, May 22, 2019

12:03:59 PM

£ Work
W Break
=t Lunch

2 Danielle Coleman
© Not Working

Enroll A

Today Weekly
Oh Tm Oh17m
Oh Om
Oh Om




TIME CLOCK
ADD/EDIT TIMESHEETS

Highlight a specific day and tap View Day to display a specific day’s timesheets.
Tuesday, May 28, 2019 (Tj 114

8:45:54 AM

Timesheet History
May 19 - June 1, 2019

n 5/21/2019 =

Sunday Monday Tuesday Wednesday Thursday Friday Saturday Weekly Totals

2T 0a 35

Work
Out of Office
Break

Lunch

27 08 35

Work
Out of Office
Break

Lunch

View Day @




TIME CLOC
ADD/EDIT TIMES

Perform Steps 1-3 un
edit its details.

der Managing Timesheets. Tap a specific entry to highlight, then tap Edit to

May 1

Wednesday, May 22, 2019 (O RLE
3:07:36 PM

Timesheet Entries

2,2019

Toral: h En
Add Delete 2 o =
3

4

ba ]

A\ Edit Time Entry

Status:
Jah:
Start Time: 814 PM

End Time: 815 PM



TIME CLOC
ADD/EDIT TIMES

2. To change the time status, select the Time status from the dropdown menu.

Status: A ‘
o TR ;
Lunch |
Work QOut Of Office
End Time: SetEnd @,
Not Working

3. To change the job classification, select the job classification from the dropdown menu.

Status:  In -

Job:

it Ty Custodian - Hourly

Custodian - Coaching

End Time: SetEnd G,



TIME CLOCK
ADD/EDIT TIME!

4. To change the start or end time, tap that button.

5. Enter the new time by tapping the appropriate buttons, then tap OK.

6. Click Save.



