BREMERTON SCHOOL DISTRICT

Skyward Employee Access
Instructions

e Prepared for use by Bremerton School District employees.

e Questions about your Skyward Educator Access username and password?
Contact loanna Cossack @ 473-1031

e Questions about your Salary Placement? Contact:
Certificated Employees — Amy Stam @ 473-1075
Classified Employees — Carol Bailie @ 473-1023

e Address, Telephone or Name Change? Contact Leesa Bowie @ 473-1024.

e Questions about Insurance Benefits? Contact Kelbee Prowell @ 473-1021
or the Benefits Hotline 800-946-7066

e Questions about Timesheet Pay or Pay Deductions? Contact payroll @
473-1038/1039
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Best Practices

e Security-Do not share your Skyward username and password. Employee Access
displays personal information that you may want to keep confidential. If you are logged
into Educator Access, your Employee Access tab will be visible.

e Payroll Information Availability-Monthly payroll information will be available for
employees to view approximately 5 days before pay date. Deposits to bank accounts will
not be made until payday itself.

e Archiving, Monthly Payroll-The district will no longer print and distribute paper
earnings statements for each month’s payroll. You may want to print a copy of your
earnings statement each month for your paper based archives. Alternatively, you can
make an electronic copy of your records as well.

® Archiving After Separation from Employment-If you separate from employment with
the school district, your rights to Student Access will be suspended, as well as your e-
mail account and other electronic credentials. Your employee access account will be
reset for individual access only. The first time you log into the system and your
password is not recognized, Retry, but use bremerton (all lower case) as your password.
The system will then prompt you to reset your password. Be aware, your profile will be
available for no more than six years. Be sure to print off all data you may need before it
is completely archived. A W-2 for the year in which you separate from employment will
be mailed to your forwarding address when the W-2 becomes available.
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Introduction

Skyward Employee Access Module is a web based computer application that allows users to:

1.

o o

View your check history and print pay stubs with employer information — View and print
Year-to-Date history for current and prior years. This can be very useful when applying
for loans or other types of financing.

Use the check estimator — create different withholding and benefit scenarios to see how
they will impact your take-home pay amount.

Print your W-2’s — Creates a W-2 form that can be printed and mailed with your tax
forms.

Check your personal information such as address or phone — Verify the information used
by payroll. You may not change your data from this application.

Check your Calendar Year To Date payroll totals.

Check your Fiscal Year To Date (September 1 through August 31) payroll totals.

Verify your W-4 information — View your current withholding status. You may not
change your data from this application but you may submit a new W-4 to Payroll to make
these changes.

Check your leave balance — What leave has posted against your leave balances?

Accessing Employee Access

The Bremerton School District has a quick link to access Employee Access on the front page of
its website. The URL is
https://www?2.wrdc.wak12.net/scripts/cgiip.exe/WService=wbremers71/rwestd01.w

Click on this button and you will be redirected to the SKYWARD Login screen.

Enter the login and password given to you by the district technology support office.

EMERALD SCHOOL DISTRICT f \
Emerald SD Fiscal User Group
Don’t
. remem_ber
your login or
Password: paSSWO rd’)
Sign In Call loanna
Forgot your Login/Password? w CossaCk @
05.12.10.00.01-10.2 473-1031.
Login Area: |Employee Access [~] \ J
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Once logged into SKYWARD, you may see more than Employee Access based upon your

security settings. Depending on your security, you may have more or less tabs available than
shown in the figure below.

@ Employee Access - 05.12.06.00.19-10.2 - Windows Intemnet Explarer = | |l
| @ https://www2 tlapreview.wa-k12.net/scripts/cgiip. exe/WService=ww589m74/semhomil.w ﬂ|
EMERALD SCHOOL DISTRICT Lois Mominator  Account Preferences Exit 7

SKYWARD

mv

<4l EEmployee Access

| My Favorites .

Employee = Time True

Information

Off  Time = Open Positions  Management

FastTrack Budget Inventory Expense

Purchasing Requisitions = Reimbursement

@ \=r ‘ z Task Manager T:? Favorites» ﬂj New Window |=|My Print Queue
W

My Print Queue

. Jump To Other Systems |

Nao favorites available. Job Status | | B Employee Access
Encumbrance Process 05/31/2012- P0512 Completed H E Financial Management
Organizational Chart Report Completed L Human Resources
Encumbrance Process 04/30/2012-002 P0O412A Completed
Encumbrance Process 04/30/2012-002 P0412A Completed
Encumbrance Process 04/30/2012- P0412 Completed .| | B Employee Access Home
Unapproved

L Human Resources Home

OSPI Bulletins WH

0OSPI SAFS Bulletins Weekly Totals By Status

OSPI Bulletins WHITT\TAVTS
Employees in TrueTime
WHITT\ET

The remainder of this document describes the information available to all Staff through the
Employee Access module.

Viewing and Printing Your Check History
To view your check history, click on the EMPLOYEE INFORMATION tab then in the

PAYROLL field click on CHECK HISTORY.

. @ Employee Access - 05.12.06.00.19-10.2 - Windows Internet Explorer = = P |
| @ https//www tlapreview.wa-k12.net/scripts/cgiip.exe/WService=ww589m74/semhom0lw a
EMERALD SCHOOL DISTRICT Lois Mominator Account Preferences Exit ?
SKYWARD,
Employee ime = True FastTrack Budget sty Inventory Expense
it JOff | Time = Open Positions | Management 9 Requisitions | Reimbursement
4 = Employ®®Miormation ~ Payroll ~ Professional Development =
Previous Version of General Information ] L} Requests Ll .
Personal Information Ll = ator L} History Ll
Calendar Ll Calendar Year-to-Date Ll
Accounts Payable Payments L Fiscal Year-to-Date T
Direct Deposit Information Ll
W2 Information Q
W4 Information Ll
Flex Information Q
T roTITT

Your check information will be listed from the latest to the earliest.
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(@ Check History - 05.12.06.00.19-10.2 - Windows Intemet Explorer (=8 %= |
| @ https://www? Hapreview.wa-k12.net/scripts/ cgiip.exe/WService=ww580m74/ epayrallbrws00L.w a8
EMERALD SCHOOL DISTRICT Lois Nominator  Account | Preferences | Exit ?
SKYWARD
EnTEES Time | True FastTrack Budget E Inventory Expense
LA (e Off | Time | Open Positions | Management Rahesing Requisitions = Reimbursement
Check Histo ‘ﬁ’ @ |=F . ETask Manager {.?FEVOIitEST ‘D New Window |=|I‘."Iy Print Queue
Wl
\iews: | Check Date Seq - Check Detail Informatiecn IZ| Filters: | *Skyward DefaultE T Im [EL Show
Check
Check Date Check Gross Net|C S

Number Wages Amount | T

» o572z I N - |
b 0473072012 5,817.48 433852 R =
p 0373072012 Q00002688 5,817.48 4,323.73 R

p 02/29/2012 Q00002654 5,817.48 4,331.30 R

p 0173172012 Q00002623 5,817.48 433164 R

p 12/31/2011 900002591 5,817.48 432725 R

p 11/30/2011 Q00002558 5,817.48 4,325.53 R

P 10/31/2011 a00002524 5,817.48 4,355.51 R

p 09/30/2011 Q00002492 5,817.48 4,355.85 R

p 08/31/2011 Q00002461 5,817.49 4,303.55 R

P 07/23/2011 Q00002430 5,817.48 4,304.55 R

Clicking on the underlined check number will bring up your payroll information for that month.

To print your earnings statement, Click on the Print button to start the print process.

‘ &5 Mtps// wwwi thapreview.wa-KLLNeR s<rpls/ <gup. exe/ Wherni<e= wwalim/4/ epayrolieaniuiwiy opup=true

Check Number 900002752

Check Information for LOIS NOMINATOR bz [\
Back
Employer Information Employee Information
s LD Scwcor TR P LONS NOMMATOR Click Here to
Start the Print
Process

Choose how you want the Social Security Number to print on the statement. Then Click the
Print Button again

11/30/2012 Check Information Check

iy Spelli

#¥ Don't print Social Security Nurmber =R

" Print last 4 digits of Social Security Murmber Pt &

T Print full Social Security Mumber Back
You must enter the 55N for authentication in order to print the full S5M;
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When the following screen appears, wait for “View Report” to show up. Then, Click on View

Report. A PDF file containing your earnings statement will open. You may now print your
earnings statement to a printer and save the PDF file to the electronic medium of your choice.

@gg% gom, glete-

11/30/2012 Check Information has finished processing. =

- View Report Back
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What your Earnings Statement Contains:

@ Check Number 900002752 - 05.12.06.00.19-10.2 - Windows Internet Explorer W

B nttps://www? tlapreview.wa-k12.net/scripts/cgiip.exe/WSernvice=ww589m74/epayrolleditd02. wiisPopup=true

Check Number 900002752
Check Information for LOIS NOMINATOR

Employer Information

Mame: EMERALD SCHOOL DISTRICT
Address: 123 EMERALD VIEW DR
EMERALD, WA 53993-5000

Check Detail Information

Check Date: 056/31/2012 Gross Wages: 5,817.43
Check Number: 300002752 MNet Amount: 4,330.61
Check Type: Regular

Taxable Wage Information

Federal
Gross Wages: 581743
Minus Deductions that Decrease Tax: 307.587
Plug Taxable Benefits:
Taxable Gross Wages: 5,509.61
Pays
Description Rate Factor/Hours
BUSINESS OFFICE 5,817.43 1.00
Deductions
--Decrease Tax-—-
Description Amount Fed 5t F/M
ANNUITY 40-SEIU 700 Y ¥
ANNUITY-SEIU 10,00 Y Y
DENTAL - HARTFO 115.00
Fed Inc Tax 605.19
FICA 24433
MEDICAL OME - B 122.22
Medicare 44.35
SERS Plan 2 ¥ Y
SERS Plan 3 20087 Y ¥
VISION - SCPC
Workers' Comp 791
Total: 1,486.87

1

Deductions are paid by

the Employee. The'Y

means the deduction is
tax deferred.

Erint
Back
Employee Information
Mame: LOIS NOMINATOR
Address: 1235 196TH 5T
LYNNWOOD, WA 93036
Net Amount = Gross Wages - Deductions
Total of non-taxable
deductions.
State FICA  Medicare Taxes for each column are
BIELD BEEED SEEE calculated based on the
Taxable Gross Wages amount.
581748 581748 5817438 44—
All contract and timesheet
Amount Retire Hours Period End payments for the pay
5,817 43 184.00 053172012 4¢—— R
period.
Benefits
——-Taxable-——-
Description AmountFed St FIM
DENTAL - HARTFO
FICA 36068
HCA 62 48
MEDICAL OME - B 691.78
Medicare 84.35
SERS Plan 2
SERS Plan 2 441.55
Unemployment 00 14.54
VISION - SCPC 153.00
Workers' Comp 55.66

Total: 1,864.04

1

Benefits are paid by
the District.

The Pays area will look different (see picture on the following page) if your pay is split between
several Budget Account Codes / Programs. The rate column shows 100% of the full month’s
contract pay. The Factor/Hours is the percentage charged to a particular Budget Account Code.
It should total to 100%. Your actual Gross pay is located in the Amount Column.
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Check Detail Information

Check Date: 1003172012 Gross Wages: 2,502.92
Check Mumber: 900031917 Met Amourt: 1,951.78
Check Type: Regular

Taxable Wage Information

Federal State FICA Medicare
Gross Wages: 2502892 250292 250292 250282
Minus Deductions that Decrease Tax: 292.54 190 .47 190.47
Plus Taxable Benefits:
Taxable Gross Wages: 2,210,035 250292 231245 231245
Pays
Description Rate FactorHours Amount Retire Hourg Period End
12-MO CLASSIFID 1,74261 0.25 43565 36.00 100312012
12-M0O CLASSIFID 1,742 61 0.2s 43565 36.00 1003152012
12-M0 CLASSIFID 1,74261 010 174.26 14.40 13z z |
12-MO CLASSIFID 1,74261 013 261.39 21.60 100312012
12-M0 CLASSIFID 1,742 61 0.2s 43566 36.00 1003152012
12-M0 CLASSIFID 7EO.S1 0.25 190.05 1oiE1 2012
12-MO CLASSIFID TEO.31 0.25 190.08 100312012
12-M0 CLASSIFID TEO.31 010 TE.03 1003152012
12-M0 CLASSIFID 7EO.S1 013 114.05 10iE1 2012
12-MO CLASSIFID TEO.31 0.25 190.07 100312012
Total: 2,502.92 144.00

Viewing Leave Balances

Each Employee is responsible for accurately inputting his/her leave into Substitute Online, on a
daily basis. Leave is imported from Substitute Online into a WESPAC export file at the end of
each month. Any change to leave, after the last day of the month, must be submitted on a paper
leave slip (found on www.bremertonschools.org, Staff, Employee Forms, Leave Slip — Exception
Reporting Form). The WESPAC export file is generally imported into Skyward and the leave
balances are updated by the 15" day of the following month. If you feel something was entered
incorrectly please contact your supervisor and complete the leave form to request changes. To
view leave balances and activity, Click on the TIME OFF button, then the MY STATUS button.

. 2 Employee Access - 05.12.10.00.01-10.2 - Windows Internet Explorer SHECH X
| @ https://www2 tlapreview.wa-kl2.net/scripts/cqiip.exe/WService=ww588 g77/semhom0L.w a|
EMERALD SCHOOL DISTRICT Lois Mominator ~ Account | Preferences | Exit 7
SKYWARD

Employee R0 True FastTrack Budget [ Inventory Expense
Informatio ime = Open Positions = Management g Requisitions = Reimbursement

=

My Status ]
lests A
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After you click on the MY STATUS button, you’ll see a screen like this, showing each category

of leave available to you in the TIME OFF CODE column, how the total of leave accrued and
awarded in the current year under the ALLOCATED column, leave used in the USED column,
and leave balances remaining in the REMAINING column:

-

(2 My Time Off Status - 05.12.10.00.01-10.2 - Windows Intemet Explorer =i eS|
|@ https://www2.tlapreview.wa-k12.net/scripts/cgiip.exe/WService=ww588g77/rtorgbrws007.w
EMERALD SCHOOL DISTRICT Lois Mominator  Account Preferences Exit ?
SKYWARD
Employee | il True FastTrack Budget n Inventory Expense
hloms Information | 8ii7 | Time = Open Positions = Management Ruicizsing Requisitions = Reimbursement
Time Off Status ﬁ' @ - f.?Favotimesv ‘T_'I Mew Window l=|My Print Queus
]
Views: General [7] Fiters: | *Skyward Defauic[7] MR
e OFf Code a ;ﬁ"rﬁ;;f:; Allocated Used  Remaining Approved Waiting Available Unpaid Rem';';"i"r';
¥ Othrodione || hom _ehoon_2hom| || mhom || [
\/ Sick Leave 1504h 43m 1504h 43m 1504h 43m
» Vacation 512h 00m 512h 00m 512h 00m

Beside each leave TIME OFF CODE name type there is an arrow pointing to the right. Clicking

on the arrow beside each leave category in the TIME OFF CODE column shows leave
transactions recorded to date (see below).

& My Time OFf Status - 05.12.10.00.01-10.2 - Windows Intemet Explorer |=|E=] =
| @ https://www2 tlapreview.wa-kl2.net/scripts/cgiip.exe/Wervice=ww583 977 /rtorgbrws007 .w E|
EMERALD SCHOOL DISTRICT Lois Nominator  Account Preferences Exit ? 5l
SKYWARD
Employee IS True FastTrack Budget q Inventory Expense
flome Information | 9/if | Time Open Positions Management I Requisitions = Reimbursement

‘ H My Time Off Status ﬁ (2] @ - {,?Favolilesv ‘E Hew Window lill\l'ly Print Queue

Views: |General [=] Filters: [*Skyward Default[x] | [&

PR OF Coce o ::;;:T:QI Allocated Used| Remaining|  Approved Wiaiting Available Unpaid Rem';'."m"i"r';

S derrsdiove | | shoom| ohom| hom| | | shom |

w Current Year (Includes all dates)

_.A

w Pending Requests Add a Time Off Request

There are no Pending Requests available.

w Time Off Transactions (up to today's date) Print Time Off Transactions

Date Description/Reason Allocated Used Remaining Unpaid A
12/0372010 Fri Annual Move of Unawarded &h 00m -3Zh 00m =
12022010 Thu Annual Move of Unawarded Sh 00m -24h 00m
120172010 Wed Annual Move of Unawarded 8h 00m -16h 00m
11730/2010 Tue Annual Move of Unawarded 8h 00m -&h 00m
11/29/2010 Mon Annual Move of Unawarded Sh 00m
1172412010 Wed Annual Move of Unawarded &h 00m &h 00m
1172372010 Tue Annual Move of Unawarded 8h 00m ‘16h 00m
1172272010 Mon Annual Move of Unawarded &h 00m 24h 00m
0873172007 Fri Roll over su f Annual Rol 3Zh 00m 3Zh 00m
» Sick Leave 1504h 43m 1504h 43m 1504h 43m
P Vacation 512h 00m 512h 00m 512h 00m
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Viewing Personal Information

Personal Information such as Address and Phone may be verified using Employee Access. In
addition to viewing check information, you may run payroll reports on user-specified periods of
time. You may also change your Employee Access password.

Viewing Address and Phone Information

Click on the EMPLOYEE INFORMATION then PERSONAL INFORMATION:

(2 Personal Information - 05.12.10.00.01-10.2 - Windows Internet Explorer |Ml

| @ https:/fwww2.tlapreview.wa-kl2.net/scripts/cgiip.exe/WService=ww588 g77/rempltabs001 .w ﬂ|
E p EMERALD SCHOOL DISTRICT Lois Mominator  Account Preferences Exit ?
SKYWARD®

Time True FastTrack Budget
Off ' Time Open Positions Management

Inventory Expense

Purchasing Requisitions = Reimbursement

<

~ Employee Information ~ Payroll ~ Professional Development e
Personal Information L Check History Requests
. aleney Ll Check Estimator History

Accounts Payable Payments

eF e?

Calendar Year-to-Date
Fiscal Year-to-Date

[

Direct Deposit Information
W2 Information
W4 Information

e ¥ ¥ £ oF £F £F oF

Flex Information

This screen will appear:

@ Personal Information - 05.12.10.00.01-10.2 - Windows Internet Explorer l =HEC]
. ® - Oee  ow-. se—. oww

| @ https://www2 tlapreview.wa-kl2.net/scripts/cgiip.exe/WService=ww588 977/ rempltabs001.w

. EMERALD SCHOOL DISTRICT Lois Mominator  Account | Preferences Exit
p 1
SKYWARD
Employee Time | True FastTrack Budget : Inventory Expense
lome Off | Time Open Positions Management IFTrE Y Requisitions = Reimbursement
4 = Personal Information ";i' @ @ ﬂ f:rFavolitesv {thew Window lﬁll\."ly Print
| Demographic Employee: NOMINATOR LOIS

Employee Info

Address r

P I Heston
ersonnel LE00h/ . -
Personnel Info Employee Information Th IS featu re1s
Lane/Step History Not Aval Iable
Prof Development g:;:e:; b t b
Assignments 2as u y may €
Certifications Name C0m|ng soon.
Payroll Conf.
Checks Former Name: No \
| Check Estimator Spouse Name: No
Calendar YTD
Fiscal YTD Phone
I History Report Conf.
Direct Deposit Phone 1: () Ext: No
W2 Information Phone 2: () Bxt: No
| W4 Information Phone 3: () Ext: No
Flex Information Email: LOISNOMINATOR@@esd.bog

Time Off Stat
fme s Race and Ethnicity

Derenes Ethnicity: [~ Hispanic/Latino?
Sub Transactions Federal Race: [~ 1-American Tndian or Alaskan Native
| I~ 2-Asian
AP Payments
Y I~ 3-Black or African American
Time Off Org Chart I 4-Native Hawaiian or Other Pacific Tslander —
|7 X .

UDF Tables TUITE age 10
Calendar Year Benefits
Contact

FOOD HANDLERS PEF
TEST




Employee Access Instructions

Changes to your Name, Address, Telephone or Personal Email
Address are submitted to the Human Resources Department using
the “Personnel Change Form” found on the District website under
“Staff”, “Employee Forms”.

In order to change your name, it must first be changed with the Social
Security Administration and you must provide a copy of your new
social security card with the completed Personnel Change Form.

Running Payroll Reports

Employee Access allows users to run specific reports on their payroll information. To view and
or run payroll reports available to you, select EMPLOYEE INFORMATION >PERSONAL
INFORMATION (shown on page 8). Then click on MY OWN INFO under Reports (see
screenshot below).

{2 Personal Information - 05.12.10.00.01-10.2 - Windows Internet Explorer

. - o . eee—— e
|:§} https://wnn? tlapreview.wa-kl2.net/scripts/cgiip.exe/WService=ww588g77/rempltabs001 an
EMERALD SCHOOL DISTRICT Lois Nominal Accoun t | Preferences Exit
SKYWARD
Time True FastTrack Budgest F Inventory Expense
Llome Off  Time @ Open Positions | Management (TS TR Requisitions | Reimbursement
e 17} Personal Information i.? @ E “ ‘L:j’Fa-.'omesv ‘:1-_| New Window T My Print

| Demographic Employee: NOMINATOR LOIS

Employee Info

Address

Flex Information

Time Off Status

Insurance

Sub Transactions

AP Payments

Time Off Org Chart
UDF Tables

Calendar Year Benefits

Contact

FOOD HANDLERS PEF

TEST

Attachments
Reports
b

Web Post

Email: LOISNOMINATOR@@esd.bog

Race and Ethnicity
Ethnicity: I Hispanic/Latino?
Federal Race: [ 1-American Indian or Alaskan Native
I 2-Asian
I 3-Black or African American
I 4-native Hawaiian or Other Pacific Islander
" 5-White

View
Personnel History
Personnel Info q
X Employee Information
Lane/Step History
Prof Development gsquast
anges
Assignments 09
Certifications Name
Payroll Conf.

I Checks Former Name: No s
Check Estimator Spouse Name: No ?
Calendar YTD
Fiscal YTD Phone L
History Report Conf.

Direct Deposit Phone 1: { ) Ext: No
W2 Information Phone 2: () Ext: No
W4 Information Phone 3: () Ext: No
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Employee Access Instructions

The Report Options Screen allows you to select the report you want to run. Highlight the desired
report by single clicking on it. Then hit PRINT (see screenshot on next page). The report will

run.

-
2 Personal Information - 03.12.10.00.01-10.2 - Windows Internet Explorer

=B

| B hitps:/ fwww2 tapreview.wa-kl2.net/scripts/cgiip.exe/WService=ww588g77 /rempltabs00L w

, EMERALD SCHOOL DISTRICT
SKYWARD

T yl S Time | True FastTrack Budget
Off = Time ' Open Positions = Management

<4 i~ Personal Information ¥

Purchasing

o Employee: NOMINATOR LOIS

Insurance

Using the Check Estimator

Checks
Check Estimator My Own Info
Calendar YTD Views: | General =] Filters: [ *Skyward Defanlt[r] T i = g Print ’
Fiscal YTD i
History F‘.epoﬂ Report Type a Report Mame Report Title
et Dot proFiE —Rmpotlerot LB, face e o kepot B
W2 Information PROFILE EE Ho.urlyI Wage Info EE Hourly Wage Info
W4 Information | | PROFILE Experience Experience
Flex Information PROFILE MEW PROFILE NEW PROFILE & UDF
PROFILE UDFs 2006-2007 FY Benefits
Time Off Status ‘ ‘ PROFILE Union Union

Lois Mominator ~ Account | Preferences Exit

Inventory Expense
Requisitions = Reimbursement

@ d T:.]’ Favorites» {1_| New Window |=|My Print Queue
ol

If you would like to see what your check looks like with different deductions, you can use the
Check Estimator. Go to EMPLOYEE INFORMATION> PERSONAL INFORMATION >

CHECK ESTIMATOR. Please note: this will not change your payroll. This

feature is informational only.

The first screen (shown on page 11) enables you to make changes to withholding status and pay
rate information. When finished entering the changes you wish to calculate on the first screen,
select the Continue Check Estimator Process button. Make sure that at least one of the pay

types is selected or the estimator will not work.

7 EMERALD SCHOOL DISTRICT ST
SKYWAGSs
fime  True FastTrack Budget B Inventory Expense
Lo Off Time Open Positions Management Ruishe=na Requisitions | Reimbursement
<4 fonal Information % © = @ iirF

Demographic Employee: NOMINATOR LOIS

Employee Info Check Estimator

Address
Check Estimator: Select Pays, Adjust Rates, and Factors for LOIS NOMINATOR Continue
Personnel Check
Estimator

Personnel Info
Lane/Step History
Prof Development
Assignments
Certifications

Tax Information

*** altering this information will only affect your estimated check. *+*
**+ Tt will not affect your actual check or W4 Information *+*

Process

* Tax State: wWa * Federal Exemptions:
Payroll * Federal Marital Status: [Married[=] * State Exemptions: [0
i * State Marital Status:  |Married [=]
e —
& Check Estimator
e System Maximums
Fiscal ¥TD [E] 1gnore Pay Maximums * These options do not affect deductions and
History Report [ 1gnore Deduction Maximums benefits linked to tables. i.e. FICA, Medicare
. . [Tl 1gnore Benefit Maximums
Direct Deposit
W2 Information Process Options
. )
wa Informstulnn [Z] print Employer/Employee Information
Flex Information Print Employee Social Security Number
Time Off Status
Select Pays
Insurance
; Select Pay Description Rate Factor/Hours
Sub Transactions BUSINES S OFFICE 5 5817.48

AP Payments
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@ Check Estimator - Adjust Deductions and Benefits - 05.12.10.00.01-10.2 - Windows Internet Explorer |.E' = Py
| @ https://www2 tlapreview.wa-k12.net/scripts/cgiip.exe/WService=ww588g77 /epayrolleditd0d.wlisPopup=true a
Check Estimator - Adjust Deductions and Benefits MO o |2

Check Estimator: Adjust Deductions/Benefits for each Pay for LOIS NOMINATOR
Check

*** Altering this information will only affect your estimated check. ***
=** 1t will not affect your actual check or W4 Information *=*

BUSINESS OFFICE

Pay Description Rate FactoriHours
BUSINESS OFFICE ~ 5817.48 1
Deductions Benefits
Select Description Amount Select Description Amount
ANNUITY 40-SEIU 3 7.00 DENTAL - HARTFO $f oo
ANNUITY-SEIU $ 10.00 FICA — 6.2000% TABLE
DENTAL - HARTFO  § 115.00 HCA $ 62.48)
Fed Inc Tax TABLE MEDICAL ONE - B $ 69178
FICA — 4.2000% TABLE Medicare - 1.4500% TABLE
MEDICAL ONE - B i 122.27 SERS Plan 2 s oo
Medicare — 1.4500% TABLE SERS Plan 3 $ 44155
SERS Plan 2 i 0.0 Unemployment 00 TABLE
SERS Plan 3 § 29087 VISION - SCPC g 153.00]
VISION - SCPC s 0.0 Workers' Comp sl 5566l
Workers' Comp $

The second screen allows the user to adjust the deductions and benefits of each payroll
assignment. Once all deduction/benefit changes have been made, click on the Calculate Check
to complete the Check Estimator Process.

Note: This process does not make changes to your payroll.

Verify your W-4 information

Employee Access enables you to view the withholding status from your W-4 form.

The information in this area is informational. If you want to make a change,
you will need to complete and submit a new W-4 Form to the payroll department.

Go to EMPLOYEE INFORMATION> PERSONAL INFORMATION>PAYROLL > W4
INFORMATION

From here you will be able to view the information currently being used by payroll to calculate
your federal withholding. Click on SHOW W4 Info. (see the screen shot on page 13)
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Employee Access Instructions

/f—‘ EMERALD SCHOOL DISTRICT Lois Nominator ~ Account = Preferences | Exit ?
SKYWARD
i (=2 VTESNNEime | True FastTrack Budget R Inventory Expense
Dl MOff | Time | Open Positions = Management g Requisitions = Reimbursement
‘ H Mnformaﬁon ﬁ’ @ E - {:’Favomesv {DNew Window @My Print Queue
Demographic Employee: NOMINATOR LOIS
Employee Info W4 Information
Address Views: ¥4 Information[=] Filters: | *Skyward Default[x]
Personnel
Tax Federal Marital | State Marital Federal State
Personnel Info State a | Status Status Allowances  Allowances
Lanerstep History | SN T IO Y Y
Prof Development
Assignments
Certifications
Payroll
Checks
Check Estimator
Calendar YTD
Fiscal YTD
History Report

Direct Deposit

W4 Information

Viewing and Printing W-2

Employee Access enables you to view and print your W2 information. Go to EMPLOYEE
INFORMATION>PERSONAL INFORMATION> PAYROLL > W2 INFORMATION.

Select the year you would like to view by clicking on the arrow to the left of the year. A box will
appear that explains how the information on your W2 is calculated. To print an actual W2, use
your mouse to select the desired year and select the View W2 button on the right. Your W2 will
be displayed in PDF format which you can then print and use for filing your taxes.

& W2 Information - 05.12.10.00.01-10.2 - Windows Internet Explorer —— = | la 28
& nhttps://uwn2 Hapreview.wa-k12.net/scripts/ cgiip.exe/WService=ww388g77/ rempltabs00L.w |
/'_ EMERALD SCHOOL DISTRICT Lois Mominator ~ Account | Preferences | Exit ?
SKTW A By
Employee ime True FastTrack Budget . Inventory Expense
el ‘ 0 E S JOff | Time | Open Positions | Management k=i Requisitions = Reimbursement
— - =
‘ H Personal Information * @ @ - {}Favormesv ﬁ New Window 78 My Print Queue
Demographic Employee: NOMINATOR LOIS
Employee Info W2 Information
Address
Views: W2 Information[v] Filters: | *Skyward Default[w W i &) & showw2inio |
Personnel = = = =
Vear w Federal Federal  Social Security| Social Security Medicare Medicare | State State 1 State 1| State State 2 | View W2 J
Personnel Info Wages Tax Wages Tax Wages Tax |1 Wages Taxes|2 Wages
Lane/Step History 66,115.33 7,327.32 69,809.77 2,031.96 69,809.77 1,012.20 WA =

Prof Development sseseel] 6o 675357 amosol sl seeziwal | | | |

Assignments Expand All Collapse All View Printable Details
Certifications
Payroll w Wage and Tax Amounts
Checks Federal Wages: 65,264.81 Federal Tax: 6,642.20
Check Estimat Social Secunty Wages: 67,593.57 Social Security Tax: 4,190.80
sck Estimator Medicare Wages: 67,593.57 Medicare Tax: 980.12
Calendar YTD Stale Wages 1(WA): State Tax 1(WA):
Fiscal YTD State Wages 2( ) State Tax 2{ )
History Report
R LY b 2009 61,499.40 6,013.22 64,374.84 3,991.24 64,374.84 933.44 WA
——
W2 Information » 2008 60,481.43 6,569.70 63,319.52 3,925.80  63,319.52 918.12 WA
TR — ¥ 2006 61,154.71 6,733.17 63,319.52 3,925.80 63,319.52 918.12 WA
Flex Information ¥ 2005 55,391.48 5,808.73 56,476.52 3,501.56 56,476.52 818.92 WA

Timn N Cratue
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Employee Access Instructions

To print an actual W2, use your mouse to highlight the desired year, then click the View W2
button on the right. If you want to view how your W2 Information is calculated, click on the
SHOW W2 INFO button. Your W2 and “Show W2 Info” report will be displayed in PDF format
and can be printed.

SKTwany

EMERALD SCHOOL DISTRICT Lois Mominator ~ Account | Preferences | Exit ?

Time True FastTrack Budget F Inventory Expense
flome Off = Time Open Positions = Management acasing Requisitions = Reimbursement

‘ 1 i Personal Information f.? @ @ d Y,-.TFavontesv {I;lNeVJ Window @My Print Queut
Demographic Employee: NOMINATOR LOIS
Employee Info W2 Information
Address

Personnel

Views: W2 Information[x] Filters:|*Skyward Default[x] Show Detailed View of W2 information @
—
v Federal Federal| Social Security _ Social Securily Medicars Medicare | State State 1 Siale 1) Siate Stale 2 ez 3
ear =
Personnel Info Wages Tax T:

Wages Wages Tax 1 Wages Taxes 2 Wages

ax
P LR » oo 66,1533 732732 6980977 293196 _690977) _tow2owa | | | |

Prof Development » 2010 65,264.81 6,642.20 67,583.57 4,190.80 67,593.57 980.12 WA
Assignments ¥ 2009 61,499.40 6,013.22 64,374.84 3,991.24 64,374.84 933.44 WA
Certifications » 2008 60,481.43 6,569.70 63,319.52 3,925.80 63,319.52 918.12 WA
Payroll ¥ 2006 61,154.71 6,733.17 63,319.52 3,925.80 63,319.52 918.12 WA
Checks ¥ 2005 55,391.48 5,808.73 56,476.52 3,501.56 56,476.52 818.92 WA

Phncl Ectimatar

Questions?

Skyward Access: Contact loanna Cossack 473-1031
Human Resources: Contact Leesa Bowie 473-1024
Payroll:

Alicia Vasquez: 473-1038 - Child Nutrition, Crownhill, Custodians, Facilities / Maintenance,
MVMS, Naval, West Hills, View Ridge, WSTSC.

Wanda Liner:  473-1039 — Admin, Armin Jahr, BHS, Kitsap Lake, Open Doors, Renaissance,
Special Services, Special Programs, Transportation, Washington Youth Academy,
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