
SKYWARDSKYWARD

A Quick Refresher Course

www.usd320.com/skyward



Go to Skyward  Login Screen: 
www.usd320.com/skywardy

Enter your Login andEnter your Login and 
Password and Click Login

The first time you login, 
h ld l tyou should use your last 

name and first initial for 
your login and password.

Example: smithjp j
smith j



This screen will not appear at every

Enter your new

This screen will not appear at every 
login.  This will more than likely only 
show up the first time ever you log in.

Enter your new 
password in 

the New 
Password box, 

and again in 
Confirm New 

Password

Then click Submit

You should then beYou should then be 
taken to the Skyward 

home screen.



This is your Skyward Homepage.
You will have two “tabs” across the top of your screen, Financial 
Management and Employee Access.  In Employee Access you will 

have two “buttons”, Employee Information and Time Off.  The 
Employee Information button contains information specific to you, 

such as W-2 info, paychecks, etc.  Take time to look through the 
information available to youinformation available to you.  



Fun Things To Do InFun Things To Do In 
SKYWARD

• EMPLOYEE ACCESS
Vi d/ i t i t b– View and/or print previous pay stubs

– Estimate what a future pay check will bep y

– View calendar year-to-date wages

– View current Federal & State withholding 
status



Fun Things To Do InFun Things To Do In 
SKYWARD

• EMPLOYEE ACCESS
– View leave balances including detail of hours taken– View leave balances, including detail of hours taken 

by time off type

S b it l t– Submit leave requests

• Remember any request for leave without pay must be 
done on the PAPER leave request form and should bedone on the PAPER leave request form and should be 
approved by your supervisor before the leave is taken.



Fun Things To Do InFun Things To Do In 
SKYWARD

• FINANCIAL MANAGEMENT
– Submit requisitions for purchases that you wish to make

– Submit requisitions to be reimbursed for purchases that 
you’ve already made

• Remember, the receipt must be sent to the District Office 
BEFORE you will be reimbursed.

Vi h d hi t– View purchase order history

– View your classroom budget



From Employee 
Access

•Click Time Off
•Click My Time Off 

RequestsRequests

(Do not use Previous 
Version of Time Off for 

thi !)anything!)



Click
Apply
Filter



This screen  will give   you a 
history of your leave 

requests You can see therequests. You can see the 
STATUS of your request 
(Approved, Waiting, or 

Denied)

Click ADD to enter a 
new leave request

)



Thi illThis will 
give you 

your leave 
balances 
for every 
type of 
leave 

availableavailable.



Enter the time off 
code you are 

ti lrequesting leave 
for

Enter a Reason, if you 
require a substitute 
you must select the 
appropriate reason 

code, or you will not 
have a sub scheduled 

for you Please seefor you  Please see 
slide 1 of Important 

Notes for more 
information



Clicking 
Save will 

submit thesubmit the 
requestEnter a description of your absence here

You can select either Single Day  or 
if you are requesting consecutiveif you are requesting consecutive 
days you can select date range

Enter a start date (and end 
date of you selected date 

range), total time off, and a 
start timestart time



You will be taken back to this screen. Your new request will appear in 
date order in the left column. You can also edit or delete anydate order in the left column.  You can also edit or delete any 

requests that are in “waiting” status, or are in the future.  If an 
approved request from the past needs deleted for some reason, 

please contact Kati Wolfgang and she will correct it for you. You will p g g y
need supervisor approval to delete any leave requests.  You are now 
finished submitting leave. You can click Back to return to your main 
screen. Remember to Log off Skyward when you are finished with it.



O O SIMPORTANT NOTES

• USD 320 Regular Ed & Special Ed Teachers:  If you require a 
substitute teacher YOU MUST CHOOSE THE REASON CODE 
OF “USD 320 SUBSTITUTE TEACHER REQUIRED” If you doOF USD 320 SUBSTITUTE TEACHER REQUIRED .  If you do 
not, the leave request will not be forwarded to the sub caller and 
you will not get a sub for the time you are gone.

• USD 323 & 329 Special Ed Teachers: You will ALWAYS choose 
the reason code of “USD 323 or USD 329 Sped Teach”.  IF you 
require a sub, you will need to go through your district to request q , y g g y q
the sub.  This leave request will only go to Mr. Bilderback for 
approval.  Because the building principals in USD 323 & 329 are 
not USD 320 employees, they can not be added into the Skyward 
approval process.



O O SIMPORTANT NOTES

• If you are requesting Professional 
Development leave, you must enter the title ofDevelopment leave, you must enter the title of 
the conference or meeting you are attending 
as well as the PDC goal information in the 
description box.  If the reason code 
automatically defaults to the description box, 

ill d t li k i th d i ti byou will need to click in the description box 
and overwrite the default description with the 
PDC informationPDC information.



REQUISITIONS &REQUISITIONS & 
PURCHASE ORDERS



Click ApplyClick Apply 
Filter



Click on 
“Add”Add  
button



1.Select the appropriate 
requisition group and 

verify the correct fiscal 
year

2. Put in a 
GENERAL

3. Select vendor.  
If not in the list, GENERAL 

description of 
the purchase

use “New 
Vendor”.  Be sure 

to put all of the 
new vendor 

information in the 
NOTES sectionNOTES section 

that follows.

4. Select the 
building where 
you want the 

order shipped to.

5. Click on Save and Add Detail if you only 
have one item. Click on Save and Mass Add 

Detail if you have multiple itemsy p



This is for individual items being 
ordered.  Insert catalog number 
(item # or stock #), quantity, unit 
of measure, and unit cost.  The 
total will self-calculate.  Enter a 
description of the item. A line will 
need to be added for Shipping & 
Handling when applicable.

Click on “Save” 
to move to the 
next sectionnext section.



Click “Add” until you have 
entered all of the individual 

it ditems on your order.

After all items have been added, click 
on “Add Requisition Accounts”on “Add Requisition Accounts”.



Select the account to be used and then 
click on “Save Account Distrib” 



An example using more than one 
account.



To review items ordered, click on “View 
Requisition Detail Lines”.



To add a note or attachment, i.e., web link, 
scanned document, new vendor 

information, click here.



1. Select a “Note Category”g y

2. Insert your note

3. Click on “Save”



When everything has been entered 
correctly, Click on “Submit for Approval”



Thi i l fThis is a sample of 
the information you 
can view after your 

requisition has q
been submitted



CLASSROOM BUDGETSCLASSROOM BUDGETS 
AND OTHER ACCOUNTS



Click on “Apply Filter” box.  HS teachers 
with building activity funds may need to 
change “Account Types” to “Revenue 

Accounts”Accounts .



These are the accounts you are authorized 
t Cli ki th “ ” i ill dto use.  Clicking on the “+” sign will expand 
the information available for more detail.

You can see beginning budget, fiscal year 
activity, and available balance.











QFrequently Asked Questions

• What if I want to go to a store in Wamego to purchase 
(charge) something for my classroom?(charge) something for my classroom?
– It’s best if you do a requisition to that vendor (i.e. Dyer’s), and 

wait for it to go through the approval process before you make 
the purchase.  You will receive an e-mail from Skyward when 
it is approved.

– BE SURE to send the receipt from the store to Cindy BrysonBE SURE to send the receipt from the store to Cindy Bryson 
with the Requisition number written on it (the requisition 
number that appeared after you hit ‘submit for approval’.)  
Note:  Dollar General is not recommended. 



QFrequently Asked Questions

• What if I would like to request reimbursement for 
something I purchased myself?
– Enter a requisition in Skyward, using your name (last name 

first) and send Cindy the receipt with the requisition number 
written on it.  If approved, you will be reimbursed for it but not 
for the tax if you paid tax We are state tax exemptfor the tax if you paid tax.  We are state tax-exempt.

• What if I am a Special Services employee?  Are things 
handled differently than for a USD 320 employee?y p y
– Yes, they are handled somewhat differently.  Please contact 

the Special Services Director or an employee in his office for 
answers.



QFrequently Asked Questions

• What if I’m not sure about which vendor or account to 
choose or I need to give further ordering instructions?

R b N t d/ Att h t ! Y– Remember………..Notes and/or Attachments!  You can go 
ahead and submit the requisition and be assured that nothing 
is ‘binding’ as long as you’ve explained it by attaching a 
NOTE or an ATTACHMENT.NOTE or an ATTACHMENT.

– There are two different categories in NOTES:  “Vendor” and 
“Comments”.

– “ATTACHMENTS” is for attaching a scanned file or a website, g ,
for instance.  Multiple notes and attachments are possible.  
Cindy or one of the other approvers can make changes if 
needed.



Additional Notes
• You will receive an e-mail from Skyward once your requisition is 

approved or denied.
• Cindy will do the ordering for you ~ after the requisition is fully 

approved
• School Activity accounts are handled differently.  Contact the 

head secretary in your building for the proper ordering procedurehead secretary in your building for the proper ordering procedure 
for school activity accounts.

• It is possible to edit or delete a requisition that has been 
submitted HOWEVER if you click the edit button after you havesubmitted. HOWEVER, if you click the edit button after you have 
submitted it for approval, you must click on Submit For Approval 
AGAIN!

• To verify that your requisition has indeed been submitted…please 
check the status column for the letters WFH (Waiting for higher 
approval)  If it still says WIP (work in progress) it is NOT 
submitted!



O Q S O SIF YOU HAVE QUESTIONS
• Payroll or Time Off

– Kati Wolfgang 785-456-7643 ext 1004

Req isitions or P rchase Orders• Requisitions or Purchase Orders
– Cindy Bryson 785-456-7643 ext 1002

• Classroom Budgets• Classroom Budgets
– Kathryn Mayfield 785-456-7643 ext 1001

• School Activity FundsSchool Activity Funds
– Head Building Secretary

• Special Education Orders
– Special Services Office


