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Overview 

As required by policy each pay period you must create and print out Time and Attendance Sheets for 
employees at your cost center to sign in and out. This tutorial instructs you on how to print these from 
Skyward on a demand basis, and the form created replaces the green-bar spreadsheets that were sent 
to each cost center when the District was using TERMS. IF applicable to your cost center, if you have 
Food and Nutrition employees present at your site, a second copy of the Time and Attendance Sheets 
should be printed and left in their area for use. 

As before once the pay period is over the filled out and signed Time and Attendance Sheets should be 
forwarded to Payroll for review and retention, and the Food Service sheets sent to Food Service. 

Step 1: Navigate to the Human Resources Main Screen 

Time and Attendance Sheets are generated under the Human Resources Module. Verify that you are 
in the Human Resources Module. 

NAVIGATE TO THE HUMAN RESOURCES MODULE 

From the Main Screen 

1a) Click ON JUMP TO OTHER SYSTEMS: Human Resources or 

1b) Click the Button and select Human Resources from the selection of systems 
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Step 2: Navigate to Custom Reports Screen 

1c) Select Custom Reports from the Human Resources Main Menu. 

1d) Select REPORTS 

1e) Select Timesheets 
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Step 3: Run Timesheets 

After selecting Timesheets then click Run 

The following dialogue box will open for you to select parameters: 
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Step 4: Select Parameters 

1) Enter the Cost Center(s) you would like to print. 

2) Click to Select the entered Cost Center. 

3) Click and select the Monday of the week you would like to print. 

4) Click Print. 
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The following dialogue box will open to indicate you are creating the sheets: 

When the process completes you will see the following: 

5) Select View Report 

6) Select the .pdf file box which appears at the bottom left hand of your screen. 
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Step 5: Printing Sheets 

The following screen will open: 

Select Print and print your sheets. Please Note the sheets are formatted for 11x14 paper. 


