Instructions for submitting Time Off in to Employee Access:

Launch Lakeview School District web page: www.lakeviewspartans.org
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Select the “Staff” tab from the bar at the top of the page.


http://www.lakeviewspartans.org/

Select “Skyward Employee Access Login” from the Quick Links menu.
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Type in your Login and Password (both are case-sensitive). Select “Login.”
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Change Passwerd Forgot Login or Password?
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Your current browser is: Microsoft Internet Explorer 7
Your current Qperating System is: Microsoft Windows XP

Add the Skyward Login page to your Favorites

Make the Skyward Login page vour Home Page
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Select Time Off,
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Select the Add button,
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Choose from the drop down (example: Sick Time),
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Select from the drop down (example: Family llIness),
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Description is optional,
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Select date of absence (select date from drop down or manually enter),
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Enter number of days (example: 1.0 for one day; 0.50 for half day),
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Enter start time for absence,
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Click Save,
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Absence will be submitted to immediate supervisor for approval.
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