Center Grove Community School Corporation
Skyward Employee Access – Time Off Requests
Skyward Employee Access can be
accessed from the CG District webpage
(www.centergrove.k12.in.us).

From the District Webpage, click on the
Staff section.

From the Staff Resources page, click on
Skyward Employee Access. You can also
access the Employee Access login screen
directly at:
www.centergrove.k12.in.us/employeeaccess

The ‘My Status’ option will show you the
number of hours/days you have used,
how many you have available, as well as a
history of all hours/days you’ve taken off
in the past.

Clicking the expansion arrow will expand
each record, showing all related details.

Click ‘My Requests’ to view the time-off
requests you have previously submitted,
add a new request, and to edit/delete
pending requests.

From the Time-Off Requests screen, you
can view, add, edit, and delete time-off
requests (time-off requests that have been
approved by a supervisor cannot be
edited or deleted).

Clicking the expansion arrow will expand
each record, showing all related details
for each request. From here, you can also
see if your request has been
approved/denied, and the date your
supervisor made that decision.
To create a new time-off request, click
the ‘Add’ button.

At the top of this screen, you will again
see how many hours/days you have
remaining. You will also see any
hours/days that are pending approval
(waiting), and how many have been
approved.

To submit a time-off request, follow the
below process:
Step 1: Select the Time-Off Code (type of
time) you want to request off (i.e. Sick,
Personal, Bereavement, Comp. Time,
etc.).

Step 2: Select the ‘Reason’ for your
request. As a rule of thumb, try to match
your reason to the time-off code (i.e. If
you are taking a sick day, select ‘sick
leave’ as your reason).

You also have the option to type an
additional description related to the
request. You are not required to enter a
description unless otherwise directed to
do so by your supervisor. This area will
automatically fill to match your ‘reason’.

Number of hours
that equal a full
work day

Single date for an
hourly employee

Step 3: Depending on whether you are
an hourly or salary employee, you have
the ability to request off hours or days.
You can also choose to request time-off
for a single day, or a date range. If you
are requesting off multiple, consecutive
days, it’s recommended you use the date
range option rather than submit multiple
requests.
If you are a salary employee, you will
enter how many days you are requesting
off. If you are an hourly employee, you
will enter how many hours and minutes
you are requesting off. Both types of
employees will enter the ‘start time’ of
their time-off request (i.e. 8:00 am).
Please note: If you are a salary employee
and you’re requesting off a single day,
only enter 1 day in the ‘Days’ field. If you
are requesting off a half day, enter 0.5.

You also have the ability to notify
additional employees, other than your
supervisor, that you have requested time
off (i.e. co-workers). To notify additional
employees of your request, click the
‘Select Employees’ option, then search for
the employee(s) by their last name. They
will receive an email notification that you
have requested time off.
Date range for an
hourly employee

In most cases, you will be asked to
request time off prior to the date you will
be off. However, there may be situations
where you need to request hours/days off
that have already passed. You can do this
by selecting the appropriate date. You
will receive a message stating that you
are requesting a day off that is prior to
today’s date. Click ‘OK’ to proceed with
the request.

Once you submit the request, your
supervisor will immediately receive an
email notifying them of the request. You
will be redirected to the Time-Off
Requests screen, where you will be able
to view your most recent request. You
have the ability to edit and/or delete
your request before it’s approved by your
supervisor. Once the request has been
approved, you will no longer have these
options.
You have the ability to attach
documentation to your request(s). If you
click the ‘Attach’ option from the TimeOff Request screen, you will be able to
attach a file to the request. You can also
choose to attach a hyperlink (webpage).

You will receive an email notification once your time-off request has been approved/denied by your supervisor.
For specific policy questions relating to time-off, please contact your direct supervisor and/or the Payroll
Department. For technical questions regarding Skyward Employee Access, please contact the Technology Help
Desk.

