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EMPLOYEE PORTAL


https://skyward.iscorp.com/schoolAbilityOCSACABusSTS/Session/Signin?

- WELCOMEEMAIL

- Beon the lookout for a

- welcome email that will grant
.~ you access to the new

- Employee Portal with

- Skyward!

- The email will be from
- schoolability (CA OCSA-SGV)
- with a subject line of
- Welcome to Skyward!

- The email will arrive in your

- school email inbox. If you do
- not have a school email
address, please check your

- personal email box.

USERNAME

Your username can be found
- inthe body of the welcome
- email

¢ The standard username will
© be first name.last name.

After you locate your

- username, click on the link in
- the welcome email to reset

. your password.

 PASSWORDSETUP

YoupDIm

- Enter your new password.

Next, you will be prompted to
.~ log In using your username
- and newly created password.

 WELCOME
TO THE
 SKYWARD
EMPLOYEE
PORTAL!
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Employee Profile

Assignments

This tile will display your
personal information

This tile will display your
- assignment information

« Name i« Assignment

+ Address .« Annual or hourly pay rate
+ Phone Number .+ Assignment start/end date
+ Email Addresses + Salary schedule placement
+ Employee # (step/lane)

+ Hire Date

PAYROLLCHECK
 HISTORY |

This tile will display your payroll
- check details and pay stubs :

+ Click on the down arrow u
o Click on Wage Statement
o Click Run Report to view
your pay stub

+ Once you've ran the report
you can download or print
from the toolbar above your
pay stub

+ Or, cllckthe nght pmntlng -
arrow and open up your
payroll detail

+ Bottom left will show
employee deductions

+ Bottom right will show
employer paid benefits

+ Top will show pay detail :

> Factor = hours/unit of pay

o Ontheleft-side menu, |

click on Timesheets to see !

greater payroll detail

o Comment field may reflect :

personalized pay 5
information
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Estimate Check

0\

Time Off Balances

Calendar

 ESTIMATECHECK |

This tile will allow you to
explore various adjustments

+ Adjustments to State &
Federal taxes
* Estimate future paychecks
¢ Select the box next to the
pay type you would like to
estimate
o Enter the factor (hours)
o Click, next (top left)
¢ Make no changes on next
screen! Just click, next!
¢ Click, Run Process

This tile will display your
- available & used sick leave

+ Available leave is reflected in
Time Off Types (top)
+ | eave transactions such as:
o Allocations
o Usage
o Rollover

will be reflected under Time Off
Transactions (bottom)

+ Time off reflected in HOURS

This tile 1s a general calendar

+ Federal holidays
« After a payroll has processed
you will see;
o Pay Day
o You can view your net pay
when you click on a Pay
Day

\W2/ACA1095FORMS |

These tiles will house your 2024
. W2and 1095c.

+ 2024 W2 will be available in
January 2025

+ 2024 1095¢ will be available
in March 2025




SIGNIN

After you have received your
welcome email and have followed
the previously outlined steps fo st
up your access, the Employee
Portal log in link can be found on
the Staff Resources page of the
school website.

Click SIGN QUT on the toolbar
(top)

CHANGE THEME

Click on the dropdown next to
your name on the toolbar (top)
and select: THEMES

CHANGE
PASSWORD

Click onthe dropdown next to
your name on the toolbar (top)
and select: CHANGE
PASSWORD

DASHBOARD HOME

Click on the HOME icon in the
top left of your screen
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