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WELCOME TO SKYWARD
PURPOSE

Skyward is an online financial and human resources management system that provides New Trier
employees with easy access to financial and employee information from any networked computer at
school or home. The new Skyward Employee Access feature allows you to view and change personal
information residing in our human resources data base. You will be able to view and change your phone
number, address, and emergency contact information. You will have access to your direct deposit
information, time-off balances, and an interactive check estimator tool.



LOG IN TO SKYWARD

Please use any browser when accessing Skyward.

e All New Trier staff members have a Skyward account.

e Please click the Skyward link in the direct deposit notification email that you receive from

the Business Office, or the link below.

https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinnewtriertwpil/seplog01

e Enter your New Trier Username and Password and then click the Sign In button.

e The Dashboard window will open.

o If you get a Pop-up Blocker message, you will need to disable the blocker.
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e The pop-up blocker icon shows an “X” in the address bar.
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e C(Click the icon and select “Always allow pop-ups from skyward.iscorp.com”

M The following pop-ups were blocked on this page:

| [ htips:/fskyward.iscorp. com/scripts fwsisa.dll WService =wsfinnewtrierbwptsti /anewwindw000 . w |
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Continue blocking pop-ups

Manage pop-up blocking...
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https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfinnewtriertwpil/seplog01

SKYWARD EMPLOYEE ACCESS

NAVIGATE SKYWARD

The Dashboard provides an entry point for the Skyward program.

I & https://skyward.iscorp.com/scripts/wsisa.dll/WS5ervice=wsfinnewtriertwptstil/semhom01.w
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e C(Click the Employee Information tab to expand the menu options.
e Click the arrows on the upper left to move between open windows.
e C(Click the links to move to a specific topic.

e Click the Exit button to leave the program.
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SKYWARD EMPLOYEE ACCESS

VIEW EMPLOYEE INFORMATION

PERSONAL INFORMATION

View and Edit your Information if needed
e Under Personnel, click the Personnel Info link.

e This brings up Employee Info telephone information.

e C(Click the Request Changes button to edit your personal phone numbers. You cannot modify

the work phone number.

77— New Trier TWP HSD 203. IL

SKYwARD Personal Information

4l Personal Information ¢

w Demographic Employes: TEACHER GEORGE
|| Employee Info Employee Info

Address | |
_!IE‘.‘.I’ History |

v Personnel

George Teacher  Account | Preferences Exit 7

i o Favories v f" New Window £=1 My Frint Queue
W o

Eersonnel Info | Employee Information

Lane/Step History Request
Frof Development s hemoet
Assi?nm?nts Namie
Certifications Cane

v Fayroll
Checks Phone  Edit personal phone numbers here.
Check Estimator ) Conf.
Calendar YTD Phonel:[847) 9496594 Exc: - Primary
Fiscal YTD Phone 2:[847) | 1112222 [Ext: - Secondary
History Report Phone3: (847) |784-2211 [Ext: -Work
Direct Deposit Email: teacherg@newtrier.k12.il.us

W4 Infermation

| Race and Ethnicity
Time Off Status

AP Payments

Emergency Contacts \
Mavigation menu

26-FEB-15 NTHS INSTRUCTIONAL TECHNOLOGY | FOR ASSISTANCE, CALL X2399 P.4




SKYWARD EMPLOYEE ACCESS

PAYROLL
o Click the Checks link under Payroll.

e You can view the current paycheck or select a detailed report with year to date amounts.

e You can print a copy of your paycheck.
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Check Number 300000032 W5 ?

Check Information for GEORGE TEACHER

Employer Information Employee Information
Hams=: NEW TRIER TOWNSHIP HIGH SCHOOL DISTRICT 203 Mame, GEORGE TEACHER
Address:. 7 HAPP RD Address: 111 TEACHER STREET
NORTHFIELD, IL 50093 NORTHFIELD, IL 600%1

Check Detail Information

Chech Date: 011152015 Grosz Wages: 4,508.53 Detailed View of Check
Check Number 3000000332 Mat Amount: 2,979.85

Check Type: Regular

Taxable Wage Information

Faderal Stats FiCA Medicare
Gross Wages: 450863 4,508.63 4 508.83 450863
Minus Deductions that Decrease Tax: 2117 21.197 23137 e e
Plus Taxahle Benefits: 235 235 235
Taxable Groas Wages: 3,583.T1 3.,587.45 427951
Pays
Description Rate FactorHours Amount Hours Worked Ferind End
SALARY 4.508.63 1.00 450663 D152015
Benefits == New Trier contributions
—-Decrease Tax- ——-Taxabls..
Description Amount Fed 5t FiM Deseription Amount Fed 51 FIM
403 B FIDELITY 200 Y- Y ED LIFE 0.4
DENTALFM 317 ¥ ¥ DENTAL FM 2118
ED ASSH FT 4033 LIFE 50K 235 ¥ ¥
FED INCOME TAX b T e LTD BD
ILSTATE TAR 124.45 MEDICARE 62.05
MO/OTL RME 6251 ¥ ¥ Y MIHIF350 F TTE.83
MEDICARE 62.05 THIS Jazzw |
MIHIPIEE F £ETRI: I A SH TRSBRD FD 26.15
OPT DP 1.5 Total: G277
OPT EE 40
OPT 5P 4.00
THIE 45900 ¥ ¥
TRS 42381 Y ¥
Total: 1,526.73
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SKYWARD EMPLOYEE ACCESS

TIME OFF STATUS

e Click the Time Off Status link.

e Review the information in your Sick Leave and Personal days (and vacation days, if
applicable) to make sure they are accurate.
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CHECK ESTIMATOR

e Click the Check Estimator link.

e The Check Estimator shows how changes in tax deduction and other deductions will affect
your paycheck.

e Altering this information will only affect your estimated check and not your actual paycheck
or W4.

e Please complete the W4 form on the Business Services Trevianet page to update W4
withholdings.

< B | |Personal Information i

5 ml srFevonssw ©|New Window 65 My Print Ousue
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w Personnel
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History Heport
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AF Paymenis

Employes: TEACHER GEORGE

Check Estimator

Check Estimator: Select Pays, Adjust Rates, and Factors for GEORGE TEACHER

*** Altering this information will only affect your estimated check, *=*
*=* It will not affect your actual check or W4 Information ***

Tax Information

* Tax State: 1 * Federal Exemptions:

v Payroll fantal Status: | Married ¥ * State Exemptions:
Checks * State Marital Sfatus: [ Married i * State Additional:
. e " System Maximums
Calendar YTD i . X
e Tgnore Pay Maximums * These options do not affect deductions and
Flscal YTD

Ignare Deduction Maximums
Ignore Benefit Maximums

benefits linked to tables. i.e. FICA, Medicara

Process Options
—| Print Employes/Employee Information
Pant Employee Sociad Secunity Mumbar

Emergency Contacts Seloct Pays
Salect Pay Deecription Factor'Hours
] ACTIVITY i :
ACTIMTY L ]-
s SALARY 4l 4508.63 | 1
5UM SCHOOL $[ 345.71) [ 1
I
DOCUMENTS
& (] DOCUMENTS Trevianet

® . 403b Information

® |2 Business Instructions
(# (2] Food Services

=

&3 Forms

= {3 Payroll Forms

™ 403 b Payroll Reduction Authorization TSA
403 b ROTH Payroll Reduction Authorization TSA
457 b Payroll Reduction Authorization TSA
Direct Deposit Payroll Sign-up

[% Federal Form W-4

IL-W-4 Employeeys IL Withholding Allowance Cer]

If you need assistance accessing the website or have a problem with your password, please contact the
Help Desk at x2399.

Please contact Kim McDermott at x2245 for questions regarding Employee Access.



