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Chapter 1: Employee Browse

What is Employee Profile?
The Employee Profile holds a library of specific personal information on employees.
Step 1: Navigate to the Employee Profile Screen

1) Login to the WEB version of Skyward.
2) Click on Human Resources (HR), Employee, Employee Profile (EP)

Leon County Schools - Prelim Account | Preferences | Exit | | 2
SKYWARD
a4 Employee Tg;fe
4 Q sue
~ Employe
g | Employee Profile L e
User Defined Ln|
Data Mining L k8|
EYUTSTIOTT Ty "LI Recent -
Purchase Orders L Frogra
Reports L) ,L Human Resources Home

WH

The Employee Profile screen opens.

Step 2: Using the Employee Search

When the Employee Profile screen appears, you can highlight the ‘name key’ and start typing in the
last name of the employee you wish to display. A drop down box will appear with possible matches.
Select the name you want by clicking once on the employee name.

The name key consists of the first 5 characters of the person’s last name followed by the first three
characters of the first name and a three digit number. If more than one employee exists with the same
name key consecutive numbers will be attached to the end of the name key.

Example: |smITHAMNOODO ANM SMITH
SMITHANNOOL AMNIE SMITH
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Leon School District - Training Database
SKYWARD

Haome Tgr%e Q

<4 Name 3%

Customize Tabs =

MName Key l

w Employee

Name

Employee Type: TEACHER

Address Building: BUILDING -1091
Phone/Email Customize
Personnel Gender: M Age: 31
Yrs of Exp
Picture Name
Tax - W4 Name Information
Benefits First: Ellis
Deductions Miclclle: A
Pay Records Last: Jonkescr
Prefis: Suffis:
Contracts
Flex

Personal Information

¥ Retirement Gender: Male

Employee: |JONFEELLOOO w Jonkescr, Elis &

Deborah Flaversscr  Account Preferences Exit ?

E ﬂ ﬁFa'.fcr'rtes' ﬂ;ll-lew Window lﬁll‘w Print Queue

4| b *Ranges | Motes Aftach * Histar
L | | @ g b

Marne Used As: SECURITY USER, WEMDOR......

Use the < and > buttons to toggle forward andj Name ID: [4059

backward through the employees.

Hire Date: 08/08/2005 | Birth Date:10/17/1982

Identification Numbers

Mame Key: JOMKEELLOOO S5l T2.T37 |8
Farmer: Marne 10 4059
SpaLse: Employes 1D~ 7772

State ID: D0Cuuowe s 7

Birth Date: 10/17f1932 Language:
Age: 31

™ u.s. Citizen
Local Race! Hw  HISPANIC/WHITE

Information Marital Status:
Contribs Weteran Status:
Check History
Calendar YTD Race and Ethnicity
Fiscal YTD Ethnicity: ' Hisparic/Latino?
Federal Race: 7 1-american Indian or Alaskan Native
w2 I 2-asian
1099R ™ 3Black or African Armerican
i I 4-Mative Hawaiian or Other Pacific Islander
Leave History ¥ S5-white
P Time Off RacefEth Verif: Ey: Mot Werified
P Sub Tracking El

Step 3: Navigation Menu

There will be a navigation menu on the left side of the screen. This navigation menu will allow you to
display particular data on an employee such as name, address, phone/email, pay records,

certifications, etc.

To change to a different type of information, click once on the link in the navigation menu. Note: You
may have to ‘scroll’ to see all of the available options.

To ‘customize’ the Navigation Menu, click the link at the top of the menu that states ‘customize tabs’.

The following screen will appear.
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Customize Tabs

Cu mize Tabs
Mo

Tab Name Display Tab
Employes
Tax - W4
Benefits
Deductions

-
2]

Pay Records
Contracts

Flex
Retirerment
Check History
Calendar ¥TD
Fiscal ¥TD

W2

1093F.

Leave Histary
Time Off

Sub Tracking
Certification
Degrees
Credits
Position

State

PPC

ESOL

Fast Track
Custom Forms
LIDF Tables
Emergency Contacts
Change Histary
Confidentiality Flag
Org Chart

Done |_|_|_|_|_|_| J Trusted sites va - | H100%

o P P e P o o P o P o o P P P o P W Y O P o P o o P P
Ra R LRR LA LR LR RR LRR G R LR LR R Ln R LR L LR R LR R LR LR LRy L RR RR LRR LR LR LR R RR LR LR

=l
4

With this screen, you can select or deselect the tabs that you want to see in your navigation menu.
You can also rearrange the tabs so that the data you use most is at the top of the navigation menu.

After making changes, click the SAVE button to save your changes.
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Step 4: Using the Employee Advanced Search

From the Employee Profile screen, click the Employee link to open the Advanced Employee Lookup.

Leon SChOOl D‘iSU‘iCt - TTajJ]jllO' Database Deborah Flaversscr  Account Preferences Exit ?

SKYWARD

Home - | =0

<4l Name s¢

Customize Tabs

Tirne |
Off Q

Employes: |JONKEELLOOO

Favorites ™ New Window (o] My Print Queue
@ T oY

w Employee

TEACHER

Address Building: |BUILDING -1091

Phone/Email Customize

Personnel Gender: M Age:31

Yrs of Exp

|+ Jorkescr, Elis & [« > @ *Ranges | Motes || attach || *History |

Uszer Mame: empl412 Mame ID: 4059
Check Location: |CHECK LOCATION -1091

Hire Date: 08/08/2005 | Birth Date: 10/17/1982

The following screen should appear:

kyward.iscorp.com, ?vPositioningField=JONESGILD0D&isPopup=true - Advanced Employee Look - Microsoft Internet Explor - |EI|1|

Advanced Employee Lookup

Employee Filters

Last Marme Begins: |

First Marne Begins: |

*'ou can =earch using Employee
Filters for a range of employees to
choose from.

- j o, ?
ou can search an individual with the - {EI 2
Individual Employee Lookup fields. Back

Middle Marme Begins: |

Former Marme Begins: |

DateofBirthe [ |54
Phore 1,23k ]

Gender: © Male © Female

* Both

Reference Type: © Employes © Reference @ Both

Employees

Name Key & Last Name

JONESISC000 JOMES
JONESLAU001 |JONES
JONESPOROOO |JONES
JONESRON000 |JOMES
JONESSHAO01 |JONES
JONESSHR002 |JOMES
JORDABUROOO JORDAM
JORDAJACO00 |JORDAN

TemmA T s A TORA R

v v v v vy wvew

<‘|

First

ISCHOLINA
LAUREN
PORCHIA
ROMNALD
SHARLENE
SHAYLA
BURNIC
JACQUELINE

noaTnTer

Individual Employee Lookup
Search Full Marme (First Middle Last): | = |
| o | Full Marme (Last First Middle: | v |
7 Lse Employes Ranges (3) Former flame: l |'| l
) Alphakey: | |w| |
As you begin typing in a lookup field, a Marne 10 | =] |
drop-down wil dizplay a list of matching Ernployee 10 | |v| |
employees. State 10 | =] |
Click the appropriate employee or finish ’ S5M; | |»| |
typing the information and click enter. Last 4 SEN: | |v| |
I
@ & Select
Middle Employee Type Former Mame Mame 1D | Employee ID State ID
I T N A
w SUB TEACHER 5248 000051978
B INACTIVE EMPLOYEE RILLING 19611 655358
L UNKNOWN 27789 119474568
L SUB TEACHER 5244 000051365
D SUB TEACHER 5230 000039053
M SUB TEACHER 5238 000050085
SUB TEACHER 5256 000029795
C SUB TEACHER 5259 000051319

-
i T e | _I_I

4 4 » W 20 records displayed
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kyward.iscorp.com,/ ?vPositioningField=JONESGILD0D&isPopup=true - Advanced Employee Look - Microsoft Internet Explorer p

Advanced Employee Lookup

Employee Filters

Last Marme Begins: |

First Marme Begins: |

Search

Reset

Middle Marme Begins: |

Former Mame Begins: |

Gender: € Male

Date of Birthe [ |5
Phore (1,23:[ [ ]

 Female

 Both

Reference Type: © Employee € Reference & Both

¥ Use Employes Ranges

Employees

Name Key & Last Hame

JONESISCO000 JOMES
JONESLAU001 |JONES
JONESEOROOO JOMES
JONESRONO00 |JONES
JONESSHRO01 JONES
JONESSHR002 |JOMES
JORDABRUROOO JORDAM
JORDAJACO00 |JORDAM

TemmA T s A TONRA R

v v v v v wvw

<‘|

JONESGILOOO |JONES

First

%_

Middle

Individual Employee Lookup
Full Marne (First Middle Last: |
Full Marme (Last First Middle: |

Former Mame: |
Alphakey: |
Marne 10 |

Ernployes 10: |
State ID: |

SEM; |
Last 4 S5M; |

[=]

v

v

[=]

v

v

Employee Type

CLERICALSCHLSPT3 | | 5250

SUB TEACHER

Former Mame Mame ID

5248

1. Highlight the employee record in the browse.

RUNALL
SHARLENE
SHAYLA
BURNIC

JACQUELINE

noaTnTer

L
D
M

2UD IEALAER
SUB TEACHER
SUB TEACHER
SUB TEACHER
SUB TEACHER

TRIA STTUIE CRAN AT

LLING 19611
27789

5244
5230
5238
3256
5259

ne1EE

4 4 » W 20 records displayed

00007

6353

119474568
000051365
000039053
000050085
000029795
000051219

ANAAETNAT

& Select

Employee ID State ID v

2, Click Select

|

o
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