
How	To	Clock	In-	Web	

Login	to	Skyward	

Click	on	“clock”	sign	in	your	tool	bar	****	or	“True	Time”	–	“Quick	Entry”	

	

Click	“In”	

	



How	to	Clock	Out	

Login	to	Skyward	

Click	on	“clock”	sign	in	your	tool	bar	****	or	“True	Time”	–	“Quick	Entry”	

	

Click	on	“Gone	for	the	Day”	

	



How	to	Submit	my	Electronic	Time	sheet	

Once	you	have	click	“Gone	for	the	Day”	on	the	last	day	of	the	work	week	(Friday)	

Click	“View/Submit	Time	Sheets”	

	

Look	at	the	Total	number	of	Hours,	if	you	agree	with	the	number	then	click	
“Submit	TimeSheet”	

	

	



You	may	also	“View	your	Timesheet”	prior	to	submission	

	


