
 

 

How to APPROVE time off 
 

1. Log into Skyward 
 
 
 
 

 
 

2. Go to Employee Access section in Skyward  
 
 
 

 
 
 

3. Click on the “Time Off” tab and then click “My Approvals” 
 
 
 
 
 
 
 

 
4. Check “Approve” or Deny” and then click “Submit Approvals and Denials 

 
 
 
 
 
 
 
 
 
 
 
 

 
  




