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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
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Step 2: Navigate to Custom Reports Screen
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1c) Select Custom Reports from the Human Resources Main Menu.
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Step 3: Run Timesheets

_ Account | Preferences | Exit | | 2

Hemando County School Board, FL
SKYWARD

Ry Cusiom
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Views: | General v | Filters: | *Skyward Default v |
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Select Timesheets and
Click Run

After selecting Timesheets then click Run

The following dialogue box will open for you to select parameters:

- 7068 -.05,19.06,00.07 - Google Chrame = (| X

g/l‘?f Prompt Values -
& skywardiscorp.com/scripts/wsisa.dll/WService=wsfinhemandocofl/quickedit00 1.w? DWA=0x00000000000061da&DWASEC=nHclldfiaayldedc&isPopup=true
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Report Name: Timesheets - Prototype [ Print
Report Comment: [ Reset |
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| PDF Export Options v
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¥ Create bookmarks from group tree

Enter BuildingCode: Parm-BuildingCode

Enter a Value Selected Values

| [ >

| Remove || RemaoveAll |

Select Date within Week for Reporting Report Week Of

Enter a Value
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Step 4: Select Parameters

sf'l"?f Prompt Values - WHYCHE\RE - 7068 - 05,19.06,00.07 - Google Chrome = (| bod

| B skywardiscorp.com/scripts/wsisa.dll/WService=wsfinhemandocofl/quickedit00 1.w? DWA=0x0000000000006 1da&DWASEC=nHclldfiaayldedciisPopup=true Q
Prompt Values ;O 5 2

Report Name: Timesheets - Prototype
Report Comment:

Export Method:

| PDF Export Options v |

Page Range

@ Step 1: Enter Cost Step 2: Click Here
<o Center(s) to Add Cost Center
') Page Range

From:

Step 4: Click Print

Enter Buildin : Parm-BuildingCode

Selected Values

| Remove || RemoveAll |

Step 3: Click Here

Select Date within Week for Reporting and Se'gc_t Week to Report Week Of
rint

Enter a Value

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

2) Click > to Select the entered Cost Center.

3) Click E 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:

e |

Custom Report - Timesheets - Prototype

\\skystorage.iscorp.com\WebQuickPicks\54x\HernandocoFL95d32
- Prototype.rpt

Run Time: 00:00:03

4

' My Print Queue ; Back '

When the process completes you will see the following:

Custom Report - Timesheets - Prototype has finished

processing.

Select View
Report

| Back

5) Select View Report

Select this at the
Bottom Left of your

20 v | 1 records displayed Screen

a6a9a22e_es43 MBpdf ~

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:

a6aga22e_eB48_4688_a946_82f26d0d6beb pdf

0051 - Hernando High School Hernando County School District Run Date: 9/12/2019

Timesheet Page 10f 15
9/9/2019 thru 911512019

Namo |
EmpID PayType Monday | Tuesday | Wednesday | Thursday Fiiday Saturday | Sunday
Position - Description 0909 09-10 09-11 09-12 09-13 09-14 0915

AHRENS, FREDERICK P

#02704
53001 - TEACHER AGRINRE

ANDERSON, DAMON

#16406 TIE
51033 - TEACHER MATH-SH

nis/Emplovee Sion
BAILEY, ROBIN E  Commentu/e Sansiure

#11450 NIN 70
53050 - PARAPROFESSIONAL CAREER & TECH ED

BAINUM, MIKE O

#06759
53005 - TEACHER FAM/CONS

BANCROFT, BERNADETTE E

#03695
53004 - TEACHER HEALTH ED

BARCLAY, BRADLEY J

#16209 TIE 745
53014 - TEACHER OTH CAREER & TECH ED

Comment Emploves S
BENNETT, SARAN J AENCOS St

#07126 NIN 745
51114 - PARAPROFESSIONAL OTH BAS

the time recorded is correct

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




