Human Resources U

SHiNE Application Tutorial
Log in to your Skyward Employee Access

STEP 1

Find your Task Processes Widget
Bl oaion | Gt | Time|

4> & Employee Access

Jump to Other Dashboards

*Training Database”

*Calendar
Skyward User

Employee
Task Manager
Reset Dashboards Select Widgets
N
Task Pro estRs ®

= Critica Mg Leave Request

MLA Leave Notice

& Entered Ed Support Professional Change Form
HR Entered Licensed Change Form

HR Entered Licensed Hourly Change Form

HR Entered Miscellaneous Change Form

HR Entered Resignation
Initial Salary Placement
Intent to Return From Leave of Absence (1 Year)
Leave of Absence Licensed

Licensure Status Tracking

Maternity/Parent Leave Request

Military Leave Request
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STEP 2

If you do not see your Task Processes window, click Select Widgets.

STEP 3

‘mployee | Time | True |
formation | Off I'ﬁme_‘

Employee Access

er Dashboards

atabase”

amily Leave Request

ave Notice

red Ed Support Professional Change Form
red Licensed Change Form

red Licensed Hourly Change Form

red Miscellaneous Change Form

red Resignation

ilary Placement

» Return From Leave of Absence (1 Year)
* Absence Licensed

@ Status Tracking

Check Task Processes

Yashboard Maintenance I ]
Skyward User Employee Task Manager
s S0
Everyone's Widgets Asd
(D District Information ad Everyone Newsfeed Deshboand,
[ Last Five Logins My Upcoming Meetings gz;z:‘e"g
[JRsS Feeds [ web Favorites Dashboard
Delete
Employee Widgets Selected
Dashboard
[ # District News * Favorites Reset
* My Print Queue My Time Off Status Selected
[ # Notifications Online Forms to be Completed Bashhomd,
[ # Recent Programs :ch':";’:
* TaSk Managef - -
[JTrue Time Current Status —Back,_,
Secured User Widgets
[_J New Hire Requests Awaiting My Approval [J Release Notifications

Indicates a widget that is suggested by the district.
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Click Save

@ LS (?
o S"'I
|_JEveryone Newsfeed Dastibosrd
[ My Upcoming Meetings gga‘z;":
) web Favorites Dashboard
Delete
Selected
Dashboard
* Favorites Reset
My Time Off Status S
asl oar
Online Forms to be Completed
# Task History g{[’c":f:'s‘
#* Task Processes
- Back
[ Release Notifications

STEP S5

Select SHINE Application

BrelibDebbe-bbbbbbE

HR Entered Licensed Change Form

HR Entered Licensed Hourly Change Form
HR Entered Miscellaneous Change Form
HR Entered Resignation

Initial Salary Placement

Intent to Return From Leave of Absence (1 Year)
Leave of Absence Licensed

Licensure Status Tracking
Maternity/Parent Leave Request

Military Leave Request

Notice of Resignation

Pay Option New Employee

Payroll Roster Submission

Sick Bank Reguest

Exit

Account | Preferences

] New Window £ My Print

(2] E{ @ o Favorites~

leted

30of6



H Jordan School District

uman Resources U

STEP 6

Open Custom Form

on

1e form, then dick the "Save” button.

pplication SHINE Application

STEP 7

Complete application information

[~

SHINE Application ©E @ w
1. General

2. Notes

3. Attachments

4. Choose Next Task

SHINE Application

Employee's Name:

* Primary Assignment ‘

Please select the eligil
[ special Education

(1 period (J2Pe
[ Fulktime Elem/Sg

Do you have a degreq

Have you received a

Notes: ‘

Maximum characlers

Administrator
Athletic Director HS
Clinical Support Specialist
Computer Literacy

Computer Science

CTE
CTE
CTE
CTE
QIE
CTE

Agricultural Education

Business Education

Employee's Building Code: 045

ly teach: (can select more than 1)
omputer Science O science Chemistry, Physics or Integrated Scie

s ()6 Periods ()7 Periods ()8 Periods (J Other

* Degree: | v|  vears 10+ | v

Family & Consumer Scienc zctive on your last 3 JPAS Evaluations? JPAS: ‘ "

General

Health Science

Information Technology
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STEP 8

Click Save

Jloyee's Building Code: 045

2lect more than 1)
s [JScience Chemistry, Physics or Integrated Science Only

(07 Periods ()& Periods (] Other
\ ~]

Years 10+ | v

1st 3 JPAS Evaluations? JPAS: [ v

STEP 9

Preferences Exit ?

Account

© [ @ yFavoites® §]New Window &= My Print Queu

Q
)
D
(+}
+]
@

NSNS

Click Next to add any additional Notes

STEP 10

Click Next to add any attachments

ie: transcripts, verification of experience, class schedule

Add

SHINE Application

2

2. pha
4. Uhgpee’Next Task

Preferenc

&
?

© [ @ v Favoritesy ] New Window |

General

_
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STEP 11

Click SHINE Final Review button to submit your application.

ol District 25 skyfintrn.jordan k12 utus/

TM Process: SHINE Application
le | True |
i | Tlrne| Employee:™ )
\ccess 4. Choose Next Task

Select the Next Task

Select the button below to create the Next Task:

e
SHINE Final Re:
(HR Recruiters and Recr|

I
e —

lest

rofessional Change Form
nge Form

rly Change Form

3 Change Form
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