Employee Access Quick Reference

1. Go to the www.canyonsdistrict.org (or go to skyward.canyonsdistrict.org and skip to

step 4).

EA! CANYONS HOME . @ | SCHOOLS | DEPARTMENTS | LEADERSHIP
o School District

. |+ RESOURCES |
2. Click on in the top-center of the page.

» RESOURCES | SCHOOLS | DEPARTMENTS

o Info For: v » [ Calendars

o Employees o O Canvas

o Families o L=l Skyward
o Job Seekers o ‘& Directories

& B4 Email Access

o bl Skyward

3. Click on
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MONDAY, AUGUST 05 2012

—

AMILY ACCESS SKYWARD FINANCE SKYWARD STUDENT EMPLOYEE ACCESS D

Canyons District System Portal

Welcome to the Canyons School District System Portal!

If you have any questions about Skyward or any of our systems, please contact the IT Help Desk at 801-826-5544
and/or helpdesk@canyonsdistrict.org. Additionally, specific requests (by Canyons District employees) for technical

assistance can be made by visiting http://'www.canyonsdistrict.org/hel
X ¥

Skyward User Groups: If you are a Canyons District employee and would like to be included on the email
distribution lists associated with any of our Skyward User Groups, please take a moment to sign up here

4. Click on in the center of the page.

SKYWARD

Canyons School District Production Data
Production Business

Login ID: || |

Password: | |

Sign In

Forgot your Login/Password?

05.13.06.00.03-10.2

5. Enter in your login and password. This should be provided to you by the IT department.
If you do not have this or have forgotten your password, please call the IT Helpdesk at

(801) 826-5544.
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@ nitps://business.canyonsdistrict.org/scripts/wsisa.dll/WService=wsFin/semhom0l.w
Canyons School District Production Data

4l & Employee Access

Employee

Reset Dashboards Select Widgets

Job

Mickey Mouse ceount

Preferences

E . '{:? Favorites » ‘T__l Hew Window |E| My Print Queue

Status B Employee Access Home

®

Nao favorites available.

Check Estimator
Check Estimator

Print Screen - 07/20/2012 -
04.12.02.00.16

Requisition/Purchase Order Printing

03/23/2012 Check Information

Completed Personal Information

Completed My Status

Completed

My Approvals

o [ f o

Completed
Completed

Employee
Information

6. Click on

=T Time
Oﬁ

Online Forms

7. Click on Personal Information
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Check History

Check Estimator
Calendar Year-to-Date
Direct Deposit Information
W2 Information

W4 Information
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< i~ Personal Information

Demographic Emplmree:| Mickev Mouse
Employee Info Employee Info
Address
| ristory |
Personnel History
o . Employee Information
Lane/Step Histo
—— —_—_ Request |
. Changes
Assignments —
Certifications Mame
Payroll Conf.
Checks Former Name: No
Check Estimator Spouse Name: Mo
Calendar¥TD
History Report Phone
Direct Deposit Conf.
W2 Information Phone 1: Ext: No
W4 Information Phone 2: Ext: Mo
Ph 3: Ext: M
Time Off Status one 2
Email: canyonsdistrict.org
Sub Transactions
Reports Race and Ethnicity
My Cwn Info

8. Click on Lane/StepHistory 44 the |eft-hand side of the page to see your current and
previous lanes and steps.

Employee Info Lane/Step History
Address

Personnel

Views: | General = Fikﬂg;l*ﬂkward ]}Efaultll

Type & Placement Effective Date Lane Step Credits

Personnel Info

P Contracted 06/23/2010 m-mml
ane/xtep History Contract Contracted 07/01/2010 10,00 0.00
- ' i Confract Contracted 07/01/2012 Af 10.00 0.00
Confract Contracted 07/01/2013 AL 10.00 0.00
Extended Contracted 08/23/2010 Af 10.00 0.00
Payroll Extended Contracted 07/01/2010 | AR 10.00 0.00
Checks Extended Contracted 07/01/2012 Af 10.00 0.00
Check Estimator Extended Contracted 07/01/2013  AG 10.00 0.00

Assignments

9. Click on to see your current hourly rate.
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Employee Info Assignments
Address
Assignment Information
Zersonnel

Assignment Year:| 2013-2014 =]
Personnel Info

Lane/Step History \u'iews:lGeneral vI Filters: | *Skyward Default =]
Prof Development

R . Assignment Group

Assignments

Certifications
Jayroll

Checks

Check Estimator

Calendar YTD

History Report

Direct Deposit

10.Click on I

Expand Al Collapse All Modify Detail

» Assignment Information

11.click on I
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Assignment Information
Personnel

Assignment Year:| 2013-2014 =]

Personnel Info

Lane/Step History Views: [ General = Filters:'*ﬂkyward Default »|
Prof Development

" Position Assi it Gi
sn s = =

Cerifications b Assignment Information

Payroll
Checks
Check Estimator
CalendarYTD
Histur,r Rep-ort Frequency: 512
Direct Deposit L L

i 09/01/2013 Pay Stop: 08/31/2014

W2 Information 34,169.00 % Per Pay Period
W4 Information 18470 At
Time Off Status Hours Per Year. 1,472 Minutes Per Year:
Sub Transactions » Payroll Account Distribution

Reports
My Cwn Info |zn ~] 44 4 » M 1 records displayed

12.Click on #9955 to make address changes

Employee Info Address

—

Personnel History |

Personnel Info Address

Lane/Step Hist
ane/>tep History Primary/Mailing Address Conf: [No
Prof Development
Assignments Primary
Certificati i
erifications 1234 Disneyland Way
Payroll =y
. h [pes:
Checks Anaheim, CA =
Check Estimator
Calendar ¥TD
History Report
Direct Deposit Mailing
W2 Information | Request
W4 Information e

Time OFff Status

Sub Transactions
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Request
13.Click on! Cthanges |and make the necessary changes to your address.

Employee

Mickey Mouse

Employee:

Current Primarny Addrace

1234 Disneyland Way

Anaheim, CA
New Address
H Dir Update with Current Primary MNew Primary Address Preview

Address:y‘[' 123 |]:rE | Disnevland Wav =

Ataat] — ] 1234 Disneyland Way
S.U.D.:l 'l #: | - | PO Box| Anaheim, CA | )

* Zip Code: 84020 |+ ] City/State Anaheim, CA
County: [ Township: |

. Save .
14.Click on to confirm changes.

Lane/5tep History
Prof Development
Assignments
Certifications

eck Estimator
Calendar ¥TD
History Report
Direct Deposit
W2 Information
W4 Information
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15. Click on Checks o see all of your past paystubs.

Address Views: |Check Date Seg — Check Detail Information LI i m & Show
Personnel Filters: | *3kyward Default =| Check
Personnel Info Check Gross Net[C Show
. EIEEIEE I Number Vages Amount | T Check with
S ) I N N
Prof Development =
. p  06/25/2013 5880 0.00 0.00 R
Assignments
E/Z 0
Cerfifications p  05/24/2013 5845 0.00 0.00 R
p  04/25/2013 5802 0.00 0.00 R
Payroll R
b 03/25/2013 5754 0.00 0.00 R
b 02/25/2013 5699 0.00 0.00 R
gthkdESt\'(r;E:{” b 01/25/2013 5647 0.00 0.00 R
alendar b 12/20/2012 5601 0.00 0.00 R
History Report
. , b 11/21/2012 5540 0.00 0.00 R
Direct Deposit
. b 10/25/2012 5479 0.00 0.00 R
W2 Information 09/35 /3013
W4 Information _PI 8/25/20 5411 0.00 0.00 R vI
4 F

[ %]

T i e [20 =1 W4 4 » Wi 20 records displayed CheckDate:| |

Sub Transactions
Reports
My Own Info

16. Highlight the line of the check you want to view/print.

Show
Check with
. | ¥TD Amts | i . .
17. Click on|'——"""" to see paystub. Follow the ™ | jcons to print paystub.
Em Time
Hom ( SoPoree I
Employee
. Information .
18. From the top of your screen, clickon """ to view your W-2 (for year-end tax
purposes).
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Employee B
Dﬁ

+ Employee Information « Payroll
Personal Information Check History
Calendar Check Estimator

£ i 7

Calendar Year-to-Date

Ea __-_ glormation

W4 Information

Online Forms

£ e o P 7 T

19. Click on V2 Information

W2 Information ﬁ |=r - 'T:_?Fa\.roﬁ'tesv ‘T__l Mew Window |=|My Print Queue
< o
Y

\l'iews:|1i‘2 Informationll FiIterS:|*51ryward Defaulnll

v Federal Federal| Social Security| Social Security Medicare Medicare | State Siate 1 State 1| State
IR Wages Tax ‘Wages Tax Wages Tax |1 Wages Taxes 2
’oo2 | | | . | | | | | | |

» 2011 32,792.40 3,252.16 32,792.40 1,377.28 32,792.40 475.52 UT 32,792.40 1,409.92

20.Highlight the year you want to view/print.

21.Click on "2 3nd follow the instructions to print your W-2.

9|Page



