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Select: Employee Access-Skyward on the Colby School District Webpage under Staff.
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Enter Your Login ID and Password.
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To enter time off: Select Time Off
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Select My Requests
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Select ADD 
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Time Code: Sick Leave-Days  (If you are at a school sponsored event, enter your time off as Prof.)
Reason: Select your reason from the drop down list
Description- populates from your selected reason- you can add more description.
Please always use Single day and enter each day separately.
Start Date:  The day you will be gone.
Days:  If you are gone a full day, enter 1.  If you will be gone in hours, please see the deduction schedule.
Start Time: The start time that you will be gone.
Select Employee- This request will automatically go to your supervisor.  You can add additional employees that you would like this notification to go to.
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Now if you go back to time off- my requests, you can see your request has been added. 
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To see what time you have left select Time Off> My Status.
[bookmark: _GoBack][image: ]

I will show time remaining, allocated, used, remaining and waiting days.
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You also have the ability to see your personal information, check history, etc.
image6.png
(B -y e B -03 16020000 Goooie o I - X
| e | B¢ beeps://erma.colby k12.wi.us/scripts/wsisa.dll/WService=wsFin/rtorqedito0 Lw?isPopup=true RN
X Fhena -
Add e sose- . e GabriBoty <11 - A A | Aav | B 801 | napocene | asebcene AaBbC: aaBbce AAB aaspce | A ] ceptace
§ il . B A “me jormal | TNo Spaci... Heading eading . ubtitle | Change | >
e e comatpaier | B £ U v b, x| A 20 A &-m TNomal | TNoSpad.. Headingl Heading2 Tt suie || crange (5o
e reee o Gipboars & Font . Faragrapn . suies | eaiting
TmeOffCode  Remaning  Approved  Watng  Avaiable  Remaning  Waing  Avaiable B
pl PROFESSIONAL 0D S0are z
SKLEAE 00w cOme  120ms 120m
Time Off Request
E * Time Off Code:| SICK LEAVE - Days ¥ |Hours per Day: 8h 00m
E * Reason: [TLL - SeLF + et
g Descrpton: 1L - SELF
-
a Vi charaders: 200, Remaiing Garacers: 200
Type: ® single Day
q Date Range
z * Start Date: [06/27/2016 Monday
q Days: [ 5000)
stat Time:
"
A Select additional employees to notify when this request is submitted and approved/denied
i
Select Emploves(s):
H Select Employee(s)
-
At
i
q
q
q
q
Gl Asterisk (*) denotes a required field
4
3
—— )
™
e ——cw = 8
o
Page:2012 | Wordsi0 | <5 | IEEE) 5 &





image7.png
D18 vy Tme Ot 0518020005 Gonse Grore N -

View

References Review

Insert  Page Layout Mailings

B batpS://erma.colby k12.wi.us/scripts/wsisa.dll/WService=wsFin/rtorgbrws001.
- T A x| A R Frin -
SCHOOL DISTRICT OF COLBY TecrerFate oo | preeees | &t | |7 G 1 < A X Aa % 2T fasmncene] assbceoe AaBbC aasbee AAB acsnee | A D
WARD Fromatpaner B L U she x x| A- - A~ By~ - || TNomal |TNoSpac. Headingl Heading2  Title subtte || Change | 1 e -
Employee B Fastirack Work = e © o
Home Information (W6 Open Positions | Requests Clipboard o Font o o Styles. | Editing -
B = ]
<l My Time Off Requests % [ @ vy Favortes €] New Window &by Print Queue 2
Views: [General v Filters: *Sigwrd Default v v W a0a
Date v Time|  Amount| Status Year Time Of Code Reason Description =

| T T e e T T

)
)
Delete )
)
)

2 | 1 records displayed

Page: 2012, [ Woras.0, 5| IEEE)




image8.png
3 B My Time Off Requests

6.02.00.09 - Google Chrome

B betps://erma.colby k12.wi.us/scripts/wsisa.dll/WService:

~ Time Off

My Status
My Requests

2 | 1 records displayed

riptappav(rtorgbrusd

SFin/rtorgbrws00Lw
SCHOOL DISTRICT OF COLBY Teacher Fake  Account | Preferences | Bt | |2
WARD"
Home | Employee FastTrack Work
Iinformation (S8 Open Positions  Requests

Home

Insert

Page Layout

References

Mailings

Revew  view
A & c " N #hFina
= 0 Cari@oay (11 A A | Aar | 201 | nabocee | asebcede AaBbCi AaBbce AAB aasice & remoe
P pamer| B £ e x| A2 A & | thomat [thowa. Heoongl meangz e sunwe o Chnse (¥ P
apposrs Font 3 3 sy < o
&

Page: 2 0f 3.

Words:0 | <5 |

“o w4

IEER





image9.png
3 B My Time Off Status - 05.16.02.00.09 - Google Chror

Home | Insert References  Mailings  Review  View

Page Layout

B batpS://erma.colby k12.wi.us/scripts/wsisa.dll/WService=wsFin/rtorgbrws007.
=y
. . cacher Fake  Account | Preferences | Bxt | | 2 5 % s @om) -1+ A A Aar N EYCR
SCHOOL DISTRICT OF COLBY Teacher Fake Account | Prt Ea | 2 B Gatri oy <11 - A A Aam % 819 | asbocene| assbceoe AaBbCr aaBbce AAB aasice & Repince
WARD P o | B £ L e XA A~ Q- [- || tNomal |TNoSpac. Headngi Headngz  Twe  subtme | Change| o
Home | Employee B FastTrack Work A, Styles ~
iformation [REN Open Positons | Requests Cipboar 5 Font % Paragraph 5 styes 5| eating
A = ]
<l My Time Off Status # [ @ 1y ravortes ] New vindow &g by Print Quewe 2
Views: [General v] Fiter: [*Siyward Default v FIERY
Time O Code o ey |  Alocated Used|  Remaining|  Approved Waing|  Avaiable| p Tue D ——
Derorsson || [ ool | | oo || | R
» SIK LEAVE 0 Days 05Days  0.5Days 12 Days 12Days 06/3¢

4 € > W 2 records displayed

Pagei3 of 3 | Wordsi0 | <5 |




image10.png
3 B My Time Off Status - 05.16.02.00.09 - Google Chror

vsisa.dll/WService=wsFin/r

{5 btps://erma.colby.k12.wi.us/script:
== SCHOOL DISTRICT OF COLBY

A
SKYWARD

FastTrack

Employee | Time
tone Open Rositions

~ Employee Information
Personal Information
Calendar

Online Forms

Work
Requests

[mfufs,

~ Payroll

Check History
Check Estimator
Calendar Year-to-Date
Fiscal Yearto-Date
W2 Information

W4 Information

1095 Forms

[ fon o o i i

~

Insert

Page Layout

References

Mailings

4 € > W 2 records displayed

i AN A Brna-
Cari@oay (11 A A | Aar | AsBbcec | AsBbccoc AaBbC: AaBbce AAB sasice & rewae
- 3 - - lormal lo Spaci. jeading jeading 3 ubtitle || Change N
1 comatpainter | B £ U 7 sbe x x| -2 - A TNormal |TNoSpaci.. Headingl Heading2 it sobtte |- Crange | e
apposrs Font . sy < o
&
Page:30f3 | Wordsi0 | <5 |





image1.png
M nbox

€« C A [) www.colbykl2wius
pps €8 Free and Reduced M- 3§ My Tax Account Q) Skyward Inc WebEi £ (B Business Banking - N [} Login - Powered by Siyward, Inc.-Admin. ) NewTab (D Knowledge Base - M

Search ste Se

Home
‘Superintendents Page

Staff Directory

Distrct Calendar

infte Campus >

Fine Arts (Band, Drama, Choi) >
Atietcs >

Food Servce >

‘School Closings

Homet Trading Post >

‘Special Education/Pupi Services >
Educator Efletimess >
‘Employment Opportunifies >
‘Human Resources >

Library Media Center >
Technology Department >
Homet TV

Distrct Information >

‘Strategic Planning

Referendum 2016

‘Open Envolment

uhlig@colbyk12 X V= Home -

4 Unlove You by JENNIF. 41 X Y [d] Infinite Campus

EX

Dt Schoos St Studens  Board of Educaton Parents / Communiy

Directory Select Language ¥

[Pp— of the Colby School District is Povered by Gosgle Transiate

Infe Campus - ICU Upcoming Events

s ing for ALL

ce Hours

‘Scholasic Actievement Manager

‘Work permits are issued at the Colby High School office during the above scheduled
hours. Students are also able to obtain a work permit at the CDEC when the high
school office is closed.

"Golden Hornet Donor" / Engraved

o RGN | Bleacher Seat

WARD

T o B M

x =S

R g




image2.png
Powered by Skyw X

Insert  Pagelajout  References

€ 5 C i |5 bepS//ermacolbykl2wius/scripts/wsisadll/WServi seplog0Lw
Apps @ Free and Reduced Me [23 My Tax Account () Skyward Inc WebEx £ [l Business Banking - N1 [3 Login - Powered by S|« Skyward, Inc.-Admin [} NewTab () Knowledge Base - My o ; :‘W Caibri (Body) - FK Aasbeede AaBbC: AaBbce AAB 4assec
Pt Fommat Painter | 4= | &~ m- TNoSpaci.. Headingl Heading2 Tl Subtitle
Cipboard Paragraph 5 Siytes
SCHOOL DISTRICT OF COLBY
LoginD:
Passuord:
[ seom |
Forgotyour LoginPassuword?
05.16.02.0009
Login Area:
©2016 Sigward, Inc. Al ignts reserved. Windows 7 Chrome 51
g — .o ¢





image3.png
A | B //erma.colby.k12.wi.us,

SCHOOL DISTRICT OF COLBY
WARD"

§K
Employee [RIN  FastTrack Work
Information [{e/ | Open Positions | Requests

<4l EEmployee Access

Skyward User

Calendar Events.

No calendar events available

Employee

Reset Dashboards Select Widgets

|

Teacher Fake  Account | Preferences | Exit

E @

Favortes'v ] New Wicow £55 My PrintQueve

Windows 7 / Chrome 51

Insert

Home

Page Layout

References

Mailings  Review  View

I= o - A A - | . A
e A B catbaBoy i t|A 7| A B 5 809 Jnsabcone| assbceoc AaBbC: aasbee AAB aczbee | A
paste ,‘memm B L U-aex x|A-%-A- e ThNormal | 7NoSpaci.. Headingl —Heading 2 Subtitle
Gipboara 5 Font " Paragraph 5 styies

7
¢ L . “SSCTIEY = | |
o
IEEE) ()

Page:10f1 | Words:0 | <3 |





image4.png
erma.colby k12wius

SCHOOL DISTRICT OF COLBY

WARD"

~ Time Off

My Status
My Requests

§K
Employee [RIN  FastTrack Work
Information [/l Open Positions | Requests

3 B employee Access - 05.16.02.00.09 - Google Chrome.

Teacher Fake.

Account | Preferences | Ext | |2

Employee

Reset Dashboards Select Widgets

Windows 7 / Chrome 51

O tome | msert

B
e T——

B 7 U-aex x

References

AN

A-Z-A-

Review  View

8009 [ smbcenc| assoceoe AaBbC aasbce AAB aasce | A

B | thoma |Thospac. Heangi Hesdngz  Twe  subtwe o Change

# Find -

2 Replace

Iy Select +

ing for ALL

» S

ond

Page:10f1 | Words:0 | <3 |

IEEE)

%




image5.png
D18 vy Tme O teqess 0518020005 GonieGrore N -

& b#ps://erma.colby.k12.wi.us pts/ isa.dll/WService=wsFin/rtorgbrws001. Insert Page Layout References Mailings Review View
== SCHOOL DISTRICT OF COLBY Teacher Fake  Account | Preferences | Exit | [2 Glibri Body) <11 - A AT | Aam | %) 21T | aasbcone| asgbeee AaBbC AaBbce AAB 4assee ?e:::a;
WARD 1 comatpainter | B £ U b x x| -2~ A~ &-gme | rhomal [TNospad. Headngt Headmg2  Twe  suie | Crange Seomo
<l My Time Off Requests % EX ]

Favortes'v ] New Wicow £55 My PrintQueve

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

» S

Date v Time| Amount|Status |Year |Time OF Code Reason Description

There are no records to display; check your filter settings.

2 | 0 records displayed

Page: 2012 | Words:0 | <3 |





