
                                         Instructions for submitting Time Off in to Employee Access: 

 
Go to the Lakeview School District website at:   www.lakeviewspartans.org 

Click on the “Staff” tab at the top of the screen  

 

 
Then click on “Skyward Finance/HR Employee Access Login” 

 

 
 

http://www.lakeviewspartans.org/


Type in your Login and Password (both are case-sensitive). Select “Sign In.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on “Time Off” 



.... 

Click on "My Requests" 
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Reimbursement 
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Requisitions 

My Requests 

Check History 

 
 

District News 

No news to displily. 
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Click on "Add" 
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Your prior time off entries will be displayed in this area. 
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Enter appropriate time off information and then click “Save”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
**Email confirmation will be sent once approved by immediate supervisor** 


