Center Grove Community School Corporation

Skyward Employee Access

Printing a Personnel/Time-Off Calendar

Within Skyward Employee Access, users have the ability to print a personnel/time-off calendar that will show
the days/hours they have requested off for a given month(s). This calendar can be submitted to the Payroll
Department for verification of time-off requests if necessary. Users who supervise other employees can also

create and print a calendar that includes all of their employees’ days/hours requested off.
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From the Employee Access home
screen, click the Employee Information
dropdown menu. Then, select
‘Calendar’.
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After selecting ‘Calendar’ from the
home screen, you’ll see your
personnel/time-off calendar. You can
scroll through month by month to see
the days/hours you have taken off.
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If you scroll your mouse over one of
the days you have taken off, a
description caption will appear.
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To print your calendar, select the ‘Print
Calendar’ option.

Request Queued

| Request Complete

o

Your calendar will process in the Print
Queue.

Once the calendar has finished
processing, click ‘View Report’.
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A PDF version of your personnel/time-
off calendar will now be available to
view and print.
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If you are a supervisor and would like
to see a calendar-view of your
employees’ time-off, click ‘Calendar
Options’ from the calendar screen.
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Employees Time Off’. Then, you can
choose to view only employees that
report directly to you, or all employees
under you.

If you are a time-off overseer rather
than a supervisor/approver, you can
select the option to ‘Display Time Off
of Employees | Oversee’.
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You will then be able to see a calendar
view of your employees’ time-off. This
calendar can also be printed if
necessary. To print a copy of your
time-off only, you’ll have to go back
into the ‘Calendar Options’ area and
disable the option to include your
employees.




