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INTRODUCTION
What is ‘Employee Access’? Employee Access is a program in Skyward that:

1. Allows employees to monitor their district records regarding employee contact
information, monthly and yearly pay documentation, federal withholding information
and leave status through Employee Information

2. Allows employees to request absences through Time Off

3. Allows non-exempt employees to clock in / out through True Time

Access to the web site is through a district provided username and password. Access can
be obtained from either district computers or from home using a link on the
www.wallerisd.net web site.

GETTING STARTED

To access Skyward Employee Access you will need a username and password. These are
provided by Waller ISD Human Resources. If you have forgotten or lost your username and
password, please contact Human Resources to obtain a replacement. If you have a district
email account you also obtain your login information using the self-help feature on the sign-
in web page.

CONNECT AT WORK / HOME. Go to the District Internet Site, http://www.wallerisd.net and
select the tab labeled STAFF RESOURCES (at the top of the page). Next click the
‘Skyward Finance’ Button on the resources page.

Next you will need to log into the site.

1. Type in your Login ID and Password as §KYwano
provided by the Human Resources
Office. Then click on the LOGIN
button

Note: If you do not remember your
Login ID and / or Password, click on R -
‘Forgot your Login/Password?’ and

follow the instructions.

2. Itis recommended to add this login page to your internet favorites for easier
access to Employee Access in the future.

Due to security reasons, you will be logged out of the Employee Access application
when there is no activity after five minutes.


http://www.wallerisd.net/

CHANGING YOUR INITIAL PASSWORD

Be sure to change your password! When you first log in you will be asked to change your
password. Please use a password that is unique. If people can guess your password, they
can view your salary information.

Expired Password

. . Your password has expired. Please enter a new password.
1. Type in your new password, confirm the new
. . Mame: BULLDOG, WALLY
password and click the Submit button. Login: WEULLDOG
Mewy Password:

2. You will see a message confirming your Confim New Passwordh [ | Sutot

account has been successfully updated...click

lOKv Mirirnurm Password Length: 4

MHurnber of Passwords Before Reuse: 0

NAVIGATING EMPLOYEE ACCESS

Once you have signed in, you will see a screen similar to the one below. If you use
Skyward for other job responsiblities, you may see other tabs as well.

/\
v fﬂ Waller, TX Walty Dulidog Account Preferences Cxit ?
SKEYWARD"
r‘ﬁ'\' '] Ermployes | Tims | True
s 0 Infarmation [=lid Tirne
- s Employee Access © [& wl irrovories~ T New Window S5 My Print Oueue
o Status N Employes Access Home
o e avaisbie. Direct Deposit Information
My Requosts
A Quick Entry
My Status
Check History
W2 Inforrmation

[ Dintriet Naws

Chack Estimator

Mo man Po S,

Depending upon your employee category, you may see three options in Employee Access:
1) Employee Information 2) Time Off and 3) True Time.

The User Guide will describe these three options in the following pages.



EMPLOYEE INFORMATION

When you click on the ‘Employee Information’ button, you will see the following screen:

i..—_-— waller TX Wolly Bulidog Account ireferences | Ext >
SKTWARD
e Empioyes [SRET N

i Tirne

~ Employee Information

-

)/

You will see several options under ‘Employee Information’ and ‘Payroll.” Please note there
are several ways to obtain the same information. For example, if you select ‘Personal
Information’, this option will also allow you to see payroll information as well.

If you click on the ‘Personal Information’ option, you will see the following screen:
waller, T Wasy Buldog  Account | Bretersnces | Exit 2
TG

Time True
off Time

Horme |

<4 ld - Employee Tab W © [F @B idravomesw T new wingow £ My Brint Gusue
Demographic Employse: BULLDOG WALLY
Employee Info Address

ing Address Conf: No

Primary

2214 WALLER STREET
WALLER, TX 77984

Certific:
Payroll
Chocks

Check E

Malling

On this page, you can view:

Demographic — you can view your information that is currently recorded in Skyward, such
as name, phone, race and ethnicity, and address (Important note: if you notice any
inaccuracies, email your corrections to Human Resources at HR@wallerisd.net )

Personnel — you can view your information currently recorded in Skyward, such as
employee type, degrees earned and at what institution, and certifications (Important note: if
you notice any inaccuracies, email your corrections to Human Resources at
HR@wallerisd.net )



mailto:HR@wallerisd.net
mailto:HR@wallerisd.net

Payroll — you can view payroll information, such as:

Check information — this will allow you to view your checks and print them
off as needed

Check Estimator - Use this process to calculate your net pay if you changed
W4 information. This is for estimating only. Your W4 information is not
changed with the Payroll Department. (Note: If you want to change your W4
information, a new form must be submitted to the Payroll Department. See
the employee intranet in the Business Office / Payroll area for the W4 form or
contact payroll for assistance).

Calendar YTD (Year to Date) — View the totals of your pay checks for the
calendar year (starting in January) by clicking the Show Calendar YTD
Button. This view is a printable copy of your pay details for the calendar year.
Fiscal YTD (Year to Date) — View the totals of your pay checks for your fiscal
year by clicking the Show Fiscal YTD Button. This view is a printable copy of
your pay details for the fiscal year. You can also view the details by clicking
the plus button by the record.

Direct Deposit Information — View your direct deposit information. If you
need to change your direct deposit information, you must submit the form to
the Payroll Department. (Note: If you want to change your direct deposit
information, a new form must be submitted to the Payroll Department. See
the employee intranet in the Business Office / Payroll area for this form or
contact payroll for assistance. In addition, you must submit a voided check
with this form).

W2 Information — View your W2 information by clicking the Show W2 Info
Button. This is a printable copy of your W2 information.

W4 Information — View your W4 information by clicking the Show W4 Info
Button. This is a printable copy of your W4 information. (Note: If you want to
change your W4 information, a new form must be submitted to the Payroll
Department. See the employee intranet in the Business Office / Payroll area
for the W4 form or contact payroll for assistance).

Time Off Status — View your current leave availability



TIME OFF

When you click on the ‘Time Off’ button (the second button option in Employee Access), you
will see the following screen:

Vv'a]ler. ™ Wally Bulldog Account Preferences Exit 7

SKYWARD
Employee True
ploze Infurmaliu@ﬂme

- Time Off

My Status
My Requests

i

TE 710 TECOTOE [0 OBDiay, CITeCk FOUT THET Seitngs. =

* Note: If you have Supervisor access, you will also see ‘My Approvals’ and ‘My Employees’
as options under Time Off. Please see the Employee Access Guide for Supervisors for
further instructions.

My Status — this option will allow you to view the leave availability for you in Skyward

My Requests — this option will allow you to view the time off you have taken in the past as
well as make a request for time off

Waller, TX

HOW TO REQUEST TIME OFF SKYwany
Harme Empluyge T_rue
Inforration SREGHES Time

~ Time Off

Step 1: Click on ‘My Requests’ under the Time Off area

g,

My Requests

TE e MO TECOTd5 [0 OBDGY; CITECK VOUT THCeT SETTigs.

Step 2: Click on the ‘Add’ button

Wally Bulidog Account Preferences

r Waller, TX
SKYWARD

Home Employge T_rue
Infarmation | Tirne

<4} ~ My Time Off Requests iy © B @ jrravons

Views: |General v| Fiters: | *Skyward Default v| v [ 5 &

Date w Time Amcunt | Type Status Year Time Cff Code Reascn Desoription A

There are no records to disply; check your fiter settings. =

Exit




Step 3: Complete the following information

— Remaining Time Off

Time Off Code Remaining Approved Waiting Available Future
COMPENSATION TIME OFF 0 Days 0 Days
LOCAL PERSONAL LEAVE 5Days 5 Days
PROFESSIONAL LEAVE 0 Days 0 Days
STATE PERSONAL LEAVE 5 Days 5 Days
WVACATION 6 Days 6 Days

Input the Time Off Code

/

Input the Reason for time off

— Time Off Request
* Time Off Code: | STATE PERSONAL LEAZVE - Days

* Reason:

Description:

racters: 200, Remaining characters: 200

Maximum

* Start Date: [11/03/2011 |FE=|Thursday ¢

I
(-
o

Input the description of
the time off

Input the absence start date,

[l==]
o
=]
| =

Days: 0.0000] €

start Time: (08 x|:Jo0 =][an =]

" Sub Needed <@—

how many absence days, and

the time the absence starts

Check this box if a substitute is

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

needed for the absence

Select the employees you would

/

like to receive email notification

of your absence request

Asterisk (*) denotes a reguired field

Once you've completed this information, click on the ‘Save’ button (right hand side of

page)...this will record your request for time off.

WHAT IF A SUBSTITUTE IS NEEDED? <«

If a substitute is needed for an absence, you would check the box ‘sub needed’ box in the
page above. This will automatically record your request for time off and send you to the
automated substitute finder (called ‘AESOP’) internet site to log in to find a substitute for

your absence.

AESOP

Automated Substitute Placement & Absence Management
Selected by more districts than all other systems combined

Aesop'

R e
More than 3,000 s ‘

School districts have joined L HH L N

Who is Using Aesop?

the Aesop family!

Whatis Aesop? Why Choose Aesop? Pricing & Services

——— AESOP ID and PIN

If you require a substitute
for your absence, you will
use Aesop to find a
substitute (if you are
unsure if a substitute is
necessary, please check
with  your campus /
department leadership
and secretary)

-«



TRUE TIME

True Time is used by the district to document non-exempt employee work time to assist in
meeting federal standards and guidelines.

Who uses True Time? ‘Non-exempt’ employees

What is a non-exempt employee? Examples of non-exempt employees include
Secretaries, Clerks, Teacher Aides, Food Service Workers, Maintenance Workers,
Custodians, Bus Drivers / Monitors, Mechanics, IP / Help Desk Technicians.

Is True Time tied to an employee’s pay? Not currently

If | am a Teacher or Administrator, do I use True Time? No, exempt employees do not

use True Time. Please check with your campus / department administrator regarding any
check-in and check-out procedures.

For non-exempt employees using True Time, there are two methods of entering your work
time:

e Entering time into a time clock system — please contact your campus / department
secretary on how to use the time clock system

e Employee Access - entering your weekly work time using your computer through
True Time (see steps below)

CLOCKING IN/ OUT USING TRUE TIME:

When you click on the True Time button, you will see several options.

V\'a]ler_. D4 Wally Bulldog ~ Account | Preferences | Exit
SKYWARD

Erployee  Tirnf R """
Information  Off\ PG

« True Time + My Time Sheets

Quick Entry
My History

Unsubmitted
History

cF cF

My Setup
Data Mining

CF cF £F cF £F

Reports

Please see the following instructions for the use of some of these buttons.



Quick Entry: This option will allow you to clock in and out for the day as well as edit your
times. You will see information similar to the following, depending upon the availability of

these options.

) ) ] If you plan on
Clock in to work At your work Out of office Out to Workmg but Clock out for L
and from: Lunch/ location but do due t | h I beginning your day
) ue 1o personai Lunc at a different the day at a different
Temp Out of Office not want to be reasons .
I Work Out of Office disturbed location location in the future
I Home Page | TNme | True Time C_\uck Entry / /
f Enter Futur
Cut of Office
Records
Current Status Totals
Current Status: IN Thu 02/10/11 Total: 4h 07m
Start Time: 7:34 AM Scheduled Hours: 8h 00m
Current Time: 11:41 AM Lunch Total:
Duration: 4h 07m Weekly Total: 37h 08m
Scheduled Return:
Note:
=Prev Day Current Day Next Day= View/Submit Time Sheets If this option
ETl | St slows
ransactions for Thursda | .
. | Existing you to Edit
N 7:34 EM 4h 07m W= existing times,
to include
[ezred adding notes

* Keep in mind that when clocking in or out, the system will record
the current time. You have the option to edit your timesheet prior

to submitting to your supervisor. Time sheets must be submitted
by noon on Mondays for the previous work week.

SUBMITTING WEEKLY TIME SHEETS

e What do | do with weekly timesheets?

v' Time sheets must be submitted by noon on Monday for the previous work
week

v" Once you clock out for the day each Friday, you will then need to review your
timesheet for accuracy and submit it to your supervisor no later than noon the

following Monday.

v" Be aware that all Time Off must be entered and approved before the system

will allow you to submit your time sheet for approval
e How do | submit my timesheets using my computer through True Time?

Take the following steps




How to submit weekly time sheets via True Time on the computer:

Waller, TX
SKYWARD

H

Employee | Time

True
Time

Click on the
B ‘unsubmitted’ button in
True Time

Information ~ Off
+ True Time + My Time Sheets /
Quick Entry LN Unsubmitted 4~ Lh|
My Histary LN History Lh|
My Setup T
Data Mining T
Reports LN
i Waller. TX Account | Preferences | Ext | [2
SKYWARD
Ermployee  Time
I Infarmation  Off
i x 7 Favortes™ ] New Window £50 My Print Queue
My Unsubmitted Time Sheets ol Ln| ]
Time Sheet Informationfo | ;& Filter
A @ Options
Week Start w Week End Total Hrs| Status
View Time
» 07/14/2012 | 07/20/2012 Time Sheet ot Submitted I -
Submt Time
Sheet
Submit Time Sheet
Time Sheet for| |: 0771472012 - 0772072012
Feariod Summary Submit Time
Typur Pay Mt Huurs Sheet
WORK PARA (PARAPROFESSICNAL) 38h 39m Fegques
Totd Howrs:  28h 30m Lomp Tind
Hours Pad;  38h 39m Print
Dack
Dally Totals =
Status Hours
Monday 07/ 16/12 This employee has hours that are eligible for Gormp Time
FiS2 AM - 2:08 PM IN N — 7h 16m
200 P -_2:oe PMLNOA | L8 e e P Time bufton Oh 2om
236 PM - S04 PR IN - Entar the numbar of Comp Tima hoursiminutes requastaed 2h 28m
Click the Submil Gomp Time Request butlon ours:  oh 44m
Tuweaday 07/17/12 To submit your Time Sheet without using Comp Time: 7/
5153 AM - 1:30 P IN - Click the Submit Time Sheet button ) — ch 37m
1:30 PM - 1:55 P LICH h 25
1i55 PM - SO0 PM N 3h usm
oK wirs: Oh A2m
wednesday 07/18/12
FiAD AM 205 P TN 7h 16m
2005 PM - 2i30 PM LNCH Uh Z5m
2130 PM - 5:05 PM TN Zh 35m
07/18/12 Total Hours:  9h Sim
Thursday 017/ 19,12
Gi4E AM - 139 PM IN oh S1m
1135 PM - 2112 P LNCH oh 33m
212 Pm ArE PMIN Zh =1m
07/19/12  Total Hours:  9h 22m

Click on Submit Time
Sheet

Review time sheet for
accuracy and to ensure
any Time Off you have
taken is populated.

If you have earned
COMP time for the
week, a box will pop up
letting you know. Click
OK then click the
REQUEST COMP TIME
button (see more on
COMP time in the
following pages)



Request Comp Time

Request Comp Time

Total kgl Cormg Time Howrs @ 38h 39m
Hours Eligible for Comg Time 1h 09m
Clock Hours to b cormrtiee 1o Comes T a hE

Days or Clock Hours  Hours Comg Time Time O

Time OFF Code Type  Hows  Requested per Day Factor Allacated
COMPENSATION - - -

Tive orr Reguar  Days Oh 00m/ 7.5000 * 1.5 = L0000 day(s)
COMPERSATION  Reguisr  Days 1h 0Bm{7.5000 =1 - 01533 dayis)
Totals 1h D9m 0.1533 day(s)

By rude, you are elgible to submit Comp Time for clock hours greates than 37h 30m.
By nde, clock hours over 40h DOm are aways deducted first.

By nn, any Comp Time aubmitted for dock hours greatar than <0k 00m wil ba alocated 1.5 times the hours

submitted. You ae elgible for Oh 00m of dock hours based on this rue.
By rude, ary Cormp Time submitted for dock bowrs greater than 37h 30m ard less than or egual to

40k 00 wil be

sacatad 1 timas the hours submittad. You are algble for 10 09m of clock hours based on this nule,

Thp e amourt of Time O you can aocrue for Come Tame i G0k 00m.
Your current Time Off eared for Como Time & Oh 46m

Once you click on the ‘Request
Comp Time’ button, this box will
appear explaining your earned
COMP time. Click ‘Submit Comp
Time Request’

Your weekly time sheet will now
_ have an additional box for your
COMP time totals.

Your time sheet is now ready to
submit. Click the ‘Submit Time
Sheet’ button

Submit Time Sheet
Tima Shoot r...-l | o7/1472012 - orj20/2012
Parlod Summany
Type Pay ruate s
T BAR A (AR APRCFEEEIONALY ok, orn
Total Howrs: 38K 39m
rignl Vlowrs Paid: 300 o9m
ek mitad Commp Tins Cock Hers:1h ooen
Adpested HOWNS brad: A aum
Fpartod Howrs Paid = Dniginal Hours Pad - Reaestod Come Teno Tlock Hours
Comp Tima Tatals
Duays oF Clock Hours  HOUrs peer Comgr Thme T O 1
Towe O0FF Caaelin s Roauaestond Dy Wi tear LU
ComErma 1R . - - days
i e Bays 1h 9m {78000 1 01533 o
Tutals Ak e O3S dhays
Dally Tatate
sitats e boomars
PO U 10 L
G AR D00 P TN 7 3t
Zi00 Pt - Bt LR O e
Zima P - D4 Pt I EF
or/i6a/1e Totsd Hewrd Qb Adm
Tuesday OF /1712
im0 AM - 100 P T h S
L B 1 B LR =
TiSm P - mio et I an e
arsarsae Tatsd s b A2
07/ /18/12
Time Sheet Submission Information [~
Time Sheet Submission Information
The Tine sth E Effr fm Efﬁ‘m’ 12 has oo succossfully
submitted b on OFfFRFF01E at 951 AM, \
The Time Sheet s currently Walting for the approval of 1
wou can add any addtional information about this tme shoet 0 the Motes fiold beiow,
These notes wil be tod to the time sheot and be viewable by Payroll,
Motes: [

COMP (Compensatory) Time explanation:

Click ‘Save’ to complete the
submission process of your weekly

N time sheet...this will submit your time

sheet to your supervisor for approval

v" Non-exempt employees earn COMP time for any time worked over their
normally scheduled hours based upon federal guidelines

v" Anything over 2 hours of COMP time for the week must be approved by
the supervisor prior to working COMP time. If an employee works
COMP time without prior approval, the employee is subject to

disciplinary action

The best solution for any daily work scheduled over the normal hours is to

take the extra time worked off during that work week...this is often referred to
as FLEX time and helps to minimize the accumulation of COMP time

Supervisors will be notified once an employee’s total COMP time reaches 20

hours, at which time the supervisor and employee will work out a schedule to
take the COMP time that works best for the campus / department

10



Contact Information — Assistance

Aesop Assistance...Human Resources Department:
e Phone: 936-931-0397...inside the district, call ext. 1425 or ext. 1414
e Email: HR@wallerisd.net

Benefits — Business Office:
e Phone: 936-372-4037...inside the district, call ext. 1205

Employee Access - General Assistance...Human Resources Department:
e Phone: 936-931-0397...inside the district, call ext. 1425 or ext. 1414
e Email: HR@wallerisd.net

Payroll - Business Office:
e Phone: 936-931-0305...inside the district, call ext. 1200 or ext. 1201

11
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