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OVERVIEW 
 

Quick as 1-2-3! 

1.​ Login to your Skyward Employee Access 

2.​ Enter your timesheets for the week  

3.​ Submit to the correct supervisor ONLY at the end of each week 

 

 

Approved timesheets will be sent to payroll for payment. 

 

Denied timesheets will be sent back to the staff member for correction and re-submission. The 
staff member will be notified via email for any denied timesheets. 
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Skyward Employee Access link: https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinglenviewil/seplog01.w 
 
Once you’ve logged into Employee Access, follow these steps to submit your timesheet: 
 
 

1.​ In Skyward click on the “True Time” tab at the top of the screen: 
 

2.​ Click on “Quick Entry” 
 

 
 
 
 
 

 

 
 
 

https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinglenviewil/seplog01.w
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3.​ Click “Add a missing record” to start a record for the day:  
 

4.​ Check the box next to the job you are submitting for.  Enter the 
start and end times and any note for the approver. Click “save” to 
save the record: 
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5.​ If entering multiple duties on the same day, you 
can disregard the center highlighted row. This 
will always appear if there is gap time in between 
duties.  

6.​ Once saved the record will be displayed on the screen.  To enter time worked 
for any previous day click on “Prev Day” and continue to follow steps above 
until all time has been logged.   

             Please note: Future jobs cannot be entered in advance.  
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TO SUBMIT TIMESHEETS: YOUR TIMESHEET MUST BE SUBMITTED AT THE END OF THE WEEK ONCE ALL TIME HAS BEEN LOGGED 
 

You can use the ‘View/Submit Time Sheet’ button in the Quick Entry 
screen as seen below: 
 

You may use the ‘Unsubmitted’ button from the Main Screen.  
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Highlight to select the week and click on “View Time Sheet” to review for accuracy. Your complete timesheet will display.  
Note: If any changes need to be made you must make them in the Quick Entry screen. Click on “Edit the existing times” 
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Once you have ensured your time sheet is accurate and ready to be submitted click on the “Submit Time Sheet” button.   

 
If you have more than one supervisor that you report to, then the next 
screen will open.  The first time that you open this screen you need to 
set the supervisor per job description correctly.  It is extremely 
important to choose the correct supervisor per job description since 
that is where your timesheet will be submitted to. 
 

The two first characters on each description indicate the 
department that it should be submitted to: 

 
BD – Building – Supervisor: Your School Principal, or Admin Assistant     
(whichever name appears on your list) 
 
CI – Curriculum & Instruction – Supervisor: Matthew Silverman 
 
EL – EL & Bilingual – Supervisor: Raquel Kim 
 
SS – Student Services – Supervisor: Kristin Caceres 

 
 

 

Use the drop down arrow to set the correct supervisor for each job 
description and then click “Continue” 
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Your timesheet will open again.  Click “Submit Time Sheet”.   
 
On the following screen you can add a message if you want for the supervisor, or leave it blank.  Then click “Save”.  Your 
timesheet is now submitted for approval.  
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HAVE ANY QUESTIONS? 
 
 
We are happy to help!  Please contact the Business Office staff: 

 
Amina Terry, Business Office Specialist 
Email:     aterry@glenview34.org 
Phone:   847-998-5063 
 
Elle Karagianes, Payroll Manager 
Email:      ekaragianes@glenview34.org 
Phone:    847-998-5072 
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