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Submitting a Timesheet — Early Learning Subs

From the Employee Access home screen, select the “Clock In/Out” icon.
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Select a day to enter your hours worked.
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TIME TRACKING : CLOCK INJOUT

Clock In/Out
CURRENT TOTALS
Status Not Working Fri 04/03/2026
Start Time Scheduled Hours
Duration Break
Lunch
Weekly 12h 30m
TIME TRANSACTIONS
€ Previous Day | 04/03/2026 Friday | Mext Day —>
# Edit
TIME TRANSACTIONS
Start Time |End Time Duration | Status Pay Type Position Type Comment
No records to display




Click the Edit Icon located to the right of the date field.
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Clack In/Out
CURRENT TOTALS
Status Not Working Fri 04/03/2026
Start Time Scheduled Hours
Duration Break
Lunch
Weekly 12h 30m
TIME TRANSACTIONS
€ Previous Day | 04/03/2026 Friday | 3] NextDay =
# Edit
TIME TRANSACTIONS
Start Time |End Time Duration | Status Pay Type Position Type Comment
No records to display

Under “Start Time” enter the time you started working and under “End Time” enter the time you stopped
working to take lunch.

Time Transactions

Time Transactions For | 04/03/2026 Friday

@ Add Time Transaction

TIME TRANSACTIONS

12
Start Time End Time s Duration Assignment Pay Type Comment
i ‘D?:EDAM ‘ @ ‘1z:ou pM ‘ @ v‘ ‘430 ‘ | v| ‘ | ‘
< >

©cancel gl save

Select the status for this time transaction as “In.”

Time Transactions

Time Transactions For | 04/03/2026 Frday

@ Add Time Transaction

TIME TRANSACTIONS
T2
Start Time End Time Status Duration Assignment Pay Type Comment
il 07:30 AM @ | D |1em v‘ ‘4:30 | | v‘ ‘ ‘ |
L] >

Qcancel [ Save




Select the Assignment Pay Type for this time transaction as the location/activity that best matches the work

you performed during this time

Time Transactions

Time Transactions For | 04/03/2026 Friday

@ Add Time Transaction

TIME TRANSACTIONS

™2
Start Time End Time Status Du Yon Assignment Pay Type Comment
m | 07:30 AM ‘ @ ‘ 12:00 PM | @ | I-n | Bridge to Preschool Sub Y | | Z25UB - CLASSIFIED SUBS
Ll 3

Q cancel [l save

Select “Add Time Transaction” in the upper right corner. An additional time transaction line will appear

Time Transactions

Time Transactions For | 04/03/2026 Friday

@ Add Time Transaction

TIME TRANSACTIONS

2
Start Time End Time Status Duration Assignment Pay Type Comment
m | 07:30 AM ‘ @ ‘ 12:00 PM | @ | I-In V| | 4:30 | | Bridge to Preschool Sub ' | | Z25UB - CLASSIFIED SUBS ‘ ‘
4 >

Q cCancel [l save

In the new time transaction line under “Start Time,” enter the time you returned to work from lunch and under
“End Time” enter the time you finished working for the day.

Time Transactions

Time Transactions For | 04/03/2026 Friday

@ Add Time Transaction

TIME TRANSACTIONS

T2
Start Time End Time Status Duration Assignment Pay Type Comment
iii ‘omow ‘ @ ‘12:00 P ‘ @ |i-m v‘ ‘4:30 | ‘Bndgeto Preschool Sub v‘ ‘zzsuammsswnm suBs ‘ ‘
I
i ‘wz:mw ‘@ ‘me ‘@ L - ‘3:30 | ‘ vH ‘ ‘
’

Q cancel [ save

Set the status for this additional time transaction to “In”

Time Transactions

Time Transactions For | 04/03/2026 Friday

@ Add Time Transaction

TIME TRANSACTIONS

ry
2
Start Time End Time Status Duration Assignment Pay Type Comment
U 07:30 AM e) \EDG PM @ ‘ I-In V| | 430 ‘ ‘ Bridge to Preschool Sub v ‘ | Z2SUB - CLASSIFIED SUBS | ‘
i 12:30 PM @ E > ‘ I-In v| |3:30 ‘ ‘ VH | ‘
»

®cancel [l Save




Select the Assignment Pay Type for this time transaction as the location/activity that best matches the work
you performed during this time.

|
Time Transactions

Time Transactions For | 04/03/2026 Friday

@ Add Time Transaction

TIME TRANSACTIONS

T2

Start Time End Time Status Duration Assignment Pay Type Comment t
L] ‘ 07:30 AM | @ ‘ 12:00 PM | @ ‘ 1-In V| ’7 | Bridge to Preschool Sub v ‘ ‘ Z2SUB - CLASSIFIED SUBS ‘ |
i ‘ 1230 PM | O] ‘ 04:00 PM | O] ‘ 1-In | Bridge to Preschool Sub V| ‘ Z2SUB - CLASSIFIED SUBS ‘ |
] >

Qcancel [l save

Once you have entered all your time worked for the day, select the “Save” button in the lower right corner.
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Time Transactions

Time Transactions For | 04/03/2026 Friday

@ Add Time Transaction

TIME TRANSACTIONS

T2

Start Time End Time Status Duration Assignment Pay Type Comment
i ‘nranw | @D ‘uon PM | D ‘ [ v| ‘A:}D ‘ |anagem Preschool Sub v‘ ‘zzsua{mf
i ‘ 12:30 PM | @ ‘ 04:00 PM | O] ‘ I-In v| ‘ 330 ‘ |Bndget:| Preschool Sub v| ‘zzsua - CLASSIFIED S0
l >

® cancel [l save

Repeat this process each day to record any time worked.
Each Friday, after entering all time worked for the week, you will submit your timesheet.

Please review your entries carefully to ensure you have entered all time worked. Once the timesheet has been
processed through payroll, it cannot be edited.

Navigate to your home screen by selecting the home icon located at the top left of the window.
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Clock In/Out
E “
CURRENT TOTALS
Status Not Working Fri 04/03/2026
Start Time Scheduled Hours
Duration Break

Lunch

Weekly 12h 30m

TIME TRANSACTIONS

€~ Drevious Day | 04/03/2026 Friday | Mext Day —

# Edit




Select “Unsubmitted Timesheet Weeks.”
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Select “Review & Submit.”
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Unsubmitted Timesheets

UNSUBMITTED TIMESHEET WEEKS

MM/DDAYYYY Q ‘ <@ View: Skyward Default ?Filter: Recent Timesheet Weeks 3 Quick Filter
L o] o] o o o o o
Start Date End Date Total | Status Has Manually | Attachments
Hours Exceptions Edited
> Review & Submit ¥ )26 04/03/2026 500 Unsubmitted 0 M

Verify you are submitting all days, then click “Next.”

Submit Timesheet Week

Select Days to Submit

—} Mext T Cancel

SELECT Di -
MM/DDAYYYY Q| @ View: Skyward Default
+ o o o]
Select Start Date | End Date Total Hours
03/28/2026 03/31/2026 0:00

04/01/2026  04/03/2026 8:00




Review the time transactions for the week carefully, then select “Submit Timesheet” in the upper left corner.

Submit Timesheet Week

Preview Timesheet

ﬁ Submit Timesheet

Submission Start Date Submission End Date
03/28/2026 0470372026

TIMESHEET DETAILS

Weelkdy Total: 8:00
Calculation Totals Pay Type Totals

Work: 8:00| | Rounded: 8:00| [BP - Sub: 800

Time Off 0:00 | |Straight Time: 500 | |Total: 8:00 |

Holiday: 0:00 | | Overtime: 000
| Total: 8:00 | | Total: 8:00

03/28/2026 SATURDAY

Start Time End Time Status Assignment Pay Type Hours E:jai{'el':’a"y Comment

Mo time transactions to display
03/29/2026 SUNDAY

Start Time End Time Status Assignment Pay Type Hours EL?{'E":;IIY Comment

Mo time transactions to display

Click “Close” on the next screen.

Submit Timesheet Week
Process Complete
e Close
I ~ The proc ompleted successfully without errors.

Done! The timesheet will be reviewed by supervisors, then processed through payroll.



