
Logging Into Skyward & Editing Time: 
 

1.) Log into Skyward 
2.) Click on True Time at the top left – see pink box below: 

 
 

 
 
 
3.) Click “Quick Entry” 
 

 
 
4.) Click “In” to punch in for the day.  Click “Gone for the Day” to punch out. 
* If applicable to your position, your lunch will automatically “punch” a half hour for you at the mid point of 
your day. 
 
 



 
 
To Edit your Time Sheet 
 

- If you need to adjust time on your timesheet… Go to True Time > My Time Sheets > Unsubmitted 
 

 
 
 

- Click on the week you need to edit and then the date you need to edit: 



 
 

- Change, add or delete what you need to using the options to the right. 
 

 
 

- Save your changes 
 



 


