REQUESTING TIME OFF IN SKYWARD

Each full time employee will need to request time off through Skyward. Certified
Employees will have the option of requesting a substitute. Classified Employees
should not submit their True Time time sheet until their building administrator
has approved their time off request for that week. To request time off you will
need to log into your Skyward account and click the Time Off tab.
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To view your available time off click Status.
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When you are ready to request time off click on the My Request tab.
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Choose the leave you wish to take by adjusting the Time off Code, a brief
description (I like to have it for my records), the date, days or hours you would
like off. Also, if you need a substitute (this is for Certified staff only) click the Sub
Needed box. This will take'you to ReadySub where you can request a sub. Click

save.
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Your request will be submitted to your building administrator for approval.

Classified - Once again you should not submit your True Time time sheet until
your building administrator has approved your time off request for that week.

Certified — Requesting leave through Skyward is the only way you are able to
request a substitute.



