Payroll

SUBMITTING TIME TRACKING

Click on “Unsubmitted Timesheet Weeks” in Employee Access @
(Menu/Time Tracking/Unsubmitted Timesheet Weeks) Unsubmitted

Timesheet Weeks

Click on the triangle and “Open Row Details” to view details for that weeks timesheet

UNSUBMITTED TIMESHEET WEEKS

‘ MM/DDAYYYY E Q | : View: Skyward Default F Filter: All Timesheet Weeks
+ 4t 4t it
Start Date End Date Total | Status
Hours
—* Review & Submit W 04/27/2026  05/03/2026 12:22  Unsubmitted
| =? Review 8 Submit E 04/13/2026  04/19/2026 5:00 Unsubmitted

= Review 8 Submit [ SN Options 04/12/2026 3:00 Unsubmitted

—* Review 8 Submit QOPE 02/08/2026 400 Unsubmitted

After reviewing, click on “Unsubmitted Timesheets” to go back to the approval screen
IUnsubm\'tted Timesheets I) Timesheet Week Details |

StartDate || EndDate || Status If you need to make changes you have
04/13/2026 04/19/2026 Unsubmitted

. to go back to Clock In/Out, find the
Timesheet MESHEET DETAILS date that needs to be changed and
Approval Process

Weekly Totak: 5:00 click “Edit” @
Exceptions

J— ] | ClockIn/Out
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Start Time End Time Status Assignment Pay Type . Hi
7 v P Information 24 25 26 27 28 29
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Mo time transactions to display
Today Done

Click on “Review & Submit” and then the preview will pop up
Click “Submit Timesheet”

Unsubmitted Timesheets

UNSUBMITTED TIMESHEET WEEKS

MM/DDAYYYY Q | : Wiew: Skyward Default F Filter: All Timesheet Weeks ¥ Quick Filter

+ o o o

Submit Timesheet Week
Start Date End Date Total | Status Preview Timesheet
Hours
£ Submit Timesheet | (8 Cancel
— Review 8 Submit W D4/27/2026  05/03/2026 12:22 Unsubmity
Submission Start Date || Submission End Date
|I = Review & Submitl v 04/13/2026  04/10/2026 500 Unsubmit] | 04/13/2026 Dario/2026
TIMESHEET DETAILS
Tracked Totals Calculation Totals Pay Type Totals
Work: 5:00 Rounded: 5:00 | | Overtime Hours: 5:00
Time Off: 0:00| | Straight Time: 500 | Total: 5:00|

Your timesheet has been submitted for approval B IEIEIE

Process Complete

9 Close

/" The process has completed successfully without errors.
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