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Skyward Mobile Access App Procedures 
 
 

In order to clock in using a mobile device, you must first download the Skyward Mobile Access App.  If 
you already have the app installed on your device, you may proceed to page 4 for instructions on how to 
clock in, clock out, and submit your timesheets. 
 
If you do not have the app installed on your device, the instructions on how to download the app are as 
follows: 
 

• Search for Skyward Mobile Access App 
 
 

 
 
 
 

 

 

 

 

 

 

• Select by District Name 
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• Select Product  

 

 

 

 

 

 

 

 

 

 

 

• Use your Skyward credentials to log in 
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• Choose a four digit passcode 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Choose the Mobile account 
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EMPLOYEES WITH ONE JOB 

 
• Select the Quick Entry drop-down menu and choose In to begin the workday 
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EMPLOYEES WITH MULTIPLE JOBS 

 
If the employee works multiple jobs, the Quick Entry drop-down menu will display all assigned jobs. 
 

 

 

 

 

 

 

 

 

 

• Select the appropriate job.  Once you select your job, your status will change to In to begin the 
workday. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

EXAMPLE 
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• Select the Quick Entry drop-down menu and choose Lunch to clock out for lunch 

 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

• Select the Quick Entry drop-down menu and choose In to clock in from lunch 
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• Select the Quick Entry drop-down menu and choose Gone to end the work day. 
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• To complete the work week (Friday), select the back arrow on the upper left hand of the 

screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Select Continue 
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• Select the Desktop  account 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Select True Time 
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• Select Unsubmitted 

 

 

 

 

 

 

 

 

 

 

 

 

Employees have the option to view their time sheet before submitting it.  

• Select View Time Sheet  
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• Review  time sheet 

• Select Submit Time Sheet to submit for approval  
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• Select Save 

Congratulations!  Your time sheet for the week has been successfully submitted! 


