Employee Access Overview Thursday, September 17, 2015
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To access Skyward EMPLOYEE ACCESS, do the following:
1. Open a web browser
2. Go to the Mifflin County School District website, http://www.mcsdk12.org/
3. Click the STAFF link and then SKYWARD EMPLOYEE ACCESS
4. District employees will use their NETWORK credentials; otherwise,
please contact the MCSD Payroll Department for your credentials.
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- Click the My Requests link to enter requested time off.
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Mafflin Coumty School Dhstnct, PA Burbars Brouse  Account | Preferences | B | 7

AL L Click the ADD button to enter your daily request.
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_ Enter your Time Off Request, then click SAVE. Your request will be submitted to your Supervisor for approval.
Slide 4 yoy will receive an Email response stating whether your request is approved or denied.

/23 httpsy//mcsdsky. mesdk12.org:444/isPopup=true - Add - 05.15.06.00.03 - Internet Explorer, enhanced for Bing and MSh [E=R e
| Add O S 2
Remaining Time Off
Future Future Future
| Time Off Code Remaining Approved ‘Waiting Available Remaining ‘Waiting Available
||| BEREAVEMENT 0 Days 0 Days
CONFERENCE 0 Days 0 Days
DEDUCT 0 Days 0 Days
EMERGENCY 0 Days 0 Days
JURY DUTY 0 Days 0 Days
MISCELLANEQUSIFIELD TRIP 0 Days 0 Days
SICK 134 Days 1 Days 133 Days
WVACATION AMD CARRYOVER 17.5 Days 4 Days 13.5 Day=s
Time Off Request
* Time Off Code: [SICK - Days  |Hours per Day: 8h 02a
* Reason: | SICK SELF ~

Description: [SICK SELF Days should be ...

Maximum characters: 200, Remaining characters: 200 125 =1 1/4 DayS (Summer hOUrS)
* Start Date: Thursday

Days: 1.0000 = Full Day
Start Time:

Substitute: | |

.5000 = 1/2 Day

Select additional employees to notify when this request is submi
Select Emplovee(s):

Asterisk (*) denotes a required field
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