
SKYWARD – How to enter Time Sheet Information 

 
 

After logging in to the local network, click on an internet browser (ie. Chrome) on your desktop and enter 
www.unit40.org to go to the Effingham Unit #40 home page. On the Unit 40 web page, click on the 
“Staff ” link at the top of the page as shown below. On the dropdown box that appears below 
“Staff”, click on Skyward.   

 

 
 
  

http://www.unit40.org/


SKYWARD – How to enter Time Sheet Information 

On the Skyward Login screen, enter your Login ID and Password.   
 
Your login ID is the first 6 letters of your last name, followed by the first three letters of your first name (ie. 
johnsocla for Clark Johnson).   
 
 Your password is initially set to your birthdate in MMDDYYYY format (ie.  03271982 for March 27, 1982).  Note 
that the first time you login to Skyward, this screen will ask you to change your password to something only you 
know.  If you have forgotten your Skyward password, call the BOE office at 540-1506 and ask for a Skyward 
password reset.  
 
Once you have entered your Login ID and Password, press the Sign In Button.  
 

 
 
 
  



SKYWARD – How to enter Time Sheet Information 

When you have logged into the Skyward Employee Access System, you should see the screen 
shown below 
 
Click on True Time  
 

 
 
Click on Quick Entry  
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If you are entering time for a previous or future date, click on the calendar icon and click on the 
date worked.   
If you are entering time for today’s date, skip this step 
 

  
 
Click on the Add a Missing Record button  
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Enter your Start Time 
Enter AM/PM 
Enter your End Time 
Enter AM/PM  
Click the check box next to the Job you are entering time for 
Click the Save button  
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When you have finished entering all of your time for the week, it must be submitted for 
approval.  
 
Click on True Time  
 

 
 
In the My Time Sheets section, Click on Unsubmitted 
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Click on the View Time Sheet button  
 

 
 
Review the Time to be Submitted  
Click the Back button  
 

 
 
Click the Submit Time Sheet button  
 

 
 
 


