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

 

 
 

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:   
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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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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. 

 

The following screen should appear: 
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