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REPORTING TIME OFF 

Please note--- If someone cannot get into Skyward to enter their time off, but requires a 
sub, Frontline Education (formerly AESOP) can still be called at 1-800-942-3767 and 
Skyward time off reporting can be done by the employee upon their return or by the 
Principal at their building.  
 
Skyward Web Access---------- 
 
Log into Employee Access (all employees will not see the True Time tab in their Skyward 
ribbon) 
 

 
 

●​ Click on “Time Off” tab, then click on “My Requests” Click “add” 

 
●​ Select the Time Off code. (click on the triangle to display the drop down list). 
●​ Select the Reason code. You can change the information in the Reason field by 

displaying the drop down list.  
●​ Enter a description. Optional for most codes but you must include a note if this is a 

Worker’s Compensation injury or a result of a pre-approved FMLA absence  
●​ Enter the start date (or date range if entering more than one day) you are requesting. 
●​ You can click on the calendar icon to display a calendar. 
●​ Enter the number of hours and start time for the absence. Do not include any unpaid 

lunch time in the hours field. 
●​ Check the box “Sub Needed”  to fill your position (upon save, Skyward will lead you to 

AESOP to enter the sub request).  SELECT SAVE! 
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●​ Sign into Aesop with your username and password,  

 
 

●​ CREATING AN ABSENCE: You can enter a new absence from your absence 
management homepage under the Create Absence tab. Enter the absence details 
including the date of the absence, the absence reason, notes to the administrator or 
substitute, etc. and attach any files, if needed. You can then click Create Absence. 

 
 
 
 
If you have questions on time off, please email your dedicated HR Specialist. 
 
FAQ’s about Reporting Time Off 
 

http://www.isd624.org/about/Human-Resources.asp
https://docs.google.com/document/d/1l_cDZqUKL4I4Imk9BDJIUfsoxuJjcxUtI3VbnND1Tsw/edit?ts=5b0f113e
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------Skyward Mobile App Setup & Accessing Employee Access 
 

 
Search for “Skyward” in the app store and install on your phone 
 
Find our school district By Postal Code, enter 55110, then select “WHITE BEAR LAKE SCH 
DIST 624” 

                     
 
Choose “Business Management” to view Employee Access options 

 
 
Enter your user name (Firfirstname.lastname) Enter your Skyward password. Select the save 

button  top of window next to account settings, enter a 4 digit passcode you would like to 
use to access Skyward on your phone. Select “right away” in passcode setting 
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Double click on your account name 
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Click on the three lines in upper corner  to select employee access 
From here you can elect “payroll” to view check information or “Time Off - Time Off info” to 
request time off. *Note* you don’t have to be on district wifi to request time off. 

       
 
To request time off select “Time Off - Time Off Info”, select the + button. Select the drop down 
arrow next to Time Off Code, select reason for time off, select calendar and select your date, 
enter how many hours, minutes you will be absent. If you need a sub select the box next to “Sub 
Needed” Select “Save (top of window) 
 

        
 
 
 
 
 
If you select “Yes” for sub needed an aesop login screen will open. Login using your aesop 
username and password. 
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