


To enter a Time Off request, go to www.canyonsdistrict.org 
 
The following screen will be displayed. 

Click on the                             button  

located in the upper right corner of the 
screen. 

 

 

This screen is now displayed. 

 

Click on the                                       button.   

  

http://www.canyonsdistrict.org/


This screen will be displayed. 

Enter your Login and Password information. 

(If you do not remember it, call IT 826-5544)  

Click the                          button. 

 

This screen will be displayed. 

Make sure you are on “Employee Access”   

 

You will see tabs at the top, click on “Time Off” 

 

Now click the “My Request”                   
button 

If you do not have “My Requests”….. 
call the IT Help Desk (801-826-5544 or Shelly in HR (801-826-5427 ) 



Click the “Add” button 

The top of the screen shows leave 
balances. 

Enter type of leave used. 

Use the drop down to record  the 
reason.  The reasons are 
explained on the following page. 

Choose single or multiple days 
using “Date Range”. 

 

Notify additional supervisors with 
this button. 

When complete, click “Save.” 

Note: If you choose “Single Day” or if 

you are only taking a partial day please 

enter…    1 = 1 day (8 hrs) 

                          .75 = ¾ day (6 hrs) 

                          .50 = ½ day (4 hrs) 

                          .25 = ¼ day (2 hrs) 

 

When requesting a partial day, give 

details of your time off  (i.e., time 

leaving or time working.) in the 

“Description”.   

 

 

                                 

“SAVE” 



Status shows “waiting.”   It will be approved or denied and you will receive email 
notification. 

Reasons for Time Off 

“Family Sick” – “Sick” – “Personal” – “Vacation” all of these reasons are self explanatory  

“Excused Absence” means that someone is going to pay for the sub.  An example would be Evidence Based Learning will pay for 
the sub while you attend a math class. 

“Alternative Leave” Use this as a last resort before you use a “No Pay Day”.  It can NEVER be used next to a “Personal Day”.  You will 
not get your full pay on this day.  You will be charged a portion of your daily rate. 

“Other” is used for bereavement, military leave or jury duty. 

“No Pay” is used when you have nothing left. (You CAN and MUST request a sub if you need one in your class, even if you have 
selected this option.)  Please put in the “Description” why you are absent.   

 

 



If you clicked on the button to let an 
additional supervisor know you are using 
a leave day, (i.e. a head custodian will be 
approved by the head secretary, but the 
custodial department needs to be 
informed so that they can get coverage), 
follow this procedure.  
   
 
 
Click here  
 

This screen will be displayed. 
 
Go to the bottom and look up 
additional supervisor’s  name.  
Enter the first 4 letters of their 
LAST name. 
When you find your supervisor, 
check the box and click “Save.” 
 



If an employee is out of leave days and needs a day off,  they must submit a 
Request for Leave of Absence and have prior approval to use a NO PAY day.  
See DP337 or DP337B – Leave of Absence (Personal-15 Days).   

 
In an emergency, or if you have been approved for a No Pay day,  the process is:  

• Enter NO PAY in the “Time Off Code” and as the “Reason.”.   
• Click on the sub button if needed.   
• In the “Description” box enter the reason.  
• There are consequences for violating the policy. 

 

Licensed and ESP employees 
acquire this form from your 
supervisor or 
K-16 Director. 



Quick Reference for Entering Time Off  

 
•  Go to www.canyonsdistrict.org 
•  Click the Skyward button in the upper right corner 
•  Click the Employee Access button 
•  Enter your Login and Password information 
•  Make sure you are in Employee Access on the right side of the screen 
•  Click the Time Off button that is located on the top left side of the screen 
•  Click My Requests 
•  Click the +Add Button 
•  Select the Time Off Code 
•  Select the Reason 
•  Enter a Description 
•  Select the Type 
•  Select the Start Date 
•  Enter the Number of Days 
•  Enter the Start Time 
•  If applicable, check the box to Select additional employees to notify when the request is     
   submitted and approved/denied. 
•  Click Save 

 

 
 

http://www.canyonsdistrict.org/

