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Logging into Employee Access Tutorial Video 
For assistance on logging into the portal, view the Employee Access Portal Tutorial video here  
(.mp4 or .wmv).  If you are unable to login, please contact the HelpDesk@ 487-7524 or e-mail us @ 
HelpDesk@leonschools.net. 
 

Sub Transactions 
Once logged into Skyward, click Employee Information Personal 
Information - verify all address and contact information is accurate. 

Tracking sub dates 
• Click the Sub Transactions button on the left menu 
• View the days subbed in the list 
• Multiple days are together one paycheck.   

o You can find these batched transaction dates under the “Paid Date” heading 
o Transactions can also be exported to Excel, CSV, or OpenOffice.org 

 
Tracking issued checks 

• Click the “Checks” button on the left menu 
• View the checks issued in the list 
• Highlight the desired/actual check to view 
• Click “Show Check” to see actual check details 
• Days will be batched together into one paycheck. 

 

 

 

 

 

http://leonschools.schoolwires.net/cms/lib7/FL01903265/Centricity/domain/84/skywardvideos/Skyward%20Logging%20In.mp4
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