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TOSS THOSE PAPER TIMESHEETS

With Time Tracking, you can put the ownership of time back on your employees and stop worrying
about manual entry of hours worked. Employees can clock in and out throughout the day to various
jobs that are already set up in the system for them. Time off that is in the system prior to timesheet
submittal is automatically applied to the employee’s timesheet. Timesheets are submitted
electronically so supervisors can verify and approve time entries online.

STAY ON SCHEDULE

Base schedules can be defined for a group of employees and adjustments can be made for employees
whose schedule differs from the base. The district has the option to snap employee punches to their
scheduled start and end time if the employee is within a specified number of minutes of their start or end
time. Deviations such as late start or early dismissal days can easily be added using a mass process.

DISTRICT FLEXIBILITY

Districts have flexibility on how employees clock in, out, or change jobs throughout the day. Choices
include Employee Access, Skyward's mobile app, a physical timeclock, or a kiosk. The solution is real-time
so the employee could clock in via their phone and clock out via their computer. Does your district have
some staff pay annualized while others are paid hourly? No problem, as groups can be set up to determine
if all the hours are passed to payroll or just overages and/or shortages. The district can implement rules
such as IP restrictions for where an employee can track time from, automatic lunches, availability of
comp time, rounding for payroll, and more!
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