
How To Clock In/Out



How To Clock In/Out On The Computer

Login ID: first initial, last name & 

last 4 digits of SSN

► Example: hpotter8855

Password: Call HR if you need to 

reset your password



Click on 
True Time.

Click on 
Quick 
Entry.



When you 
arrive:
Click “In”

For Lunch:
Click “Lunch” 
when you leave 
and “In” when 
you come back

End of shift:
Click “Gone for
the day”



At the end of
the week,
click on
View/Submit
Time Sheets

Submit Time 
Sheet at the 
end of each 
week.



Click on Submit Time Sheet.

Review your time. Click on “Back” if you 
need to make corrections.

If everything looks correct, click on 
“Submit Time Sheet.”

If you have any comp time, click on 
“Comp Time Information” and submit 
comp time request.



How To Clock In Using Access Code On A Computer

Enter the 8 digit 
number on your 
badge.

Follow previous 
steps to clock in/out 
and submit time 
sheets.



How To Clock In & Out On Your Phone

1. Download the Skyward app
2. Enter your Skyward Employee 

Access login information
3. Create a 4-digit passcode
4. When you go to clock in, choose 

where you want to Continue in 
App or Open in Browser

5. For clocking in/out, you can 
Continue in the App

6. To submit timesheets, you’ll Open 
in Browser



How To Clock In & Out On Your Phone

When you are in the Skyward app, 
enter your 4-digit code.

Click on the “hamburger” at the top, 
right-hand corner.

Click on True Time.



Click on Quick 
Entry.

Click on the 
down arrow 
under Current 
Status to 
change to IN, 
LUNCH, or 
GONE.



Submit Timesheets On A Computer or In the App

Step 1
Click on 
View/Submit 
Time Sheets

Step 2
Click on Submit 

Time Sheet

Step 3
Click on Submit 

Time Sheet



Edit Your Time

Highlight the line you 
need to edit.

Click on Edit the 
Existing Times.

Change the time.

Click on Save.



Add A Missing Record

Click on Add a Missing Record.

Then enter the times you need to 
add.

Click on Save.


