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SHiNE Application Tutorial 
Log in to your Skyward Employee Access  

 

 
STEP 1 

Find your Task Processes Widget 
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STEP 2 

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

 

 
STEP 3 

Check Task Processes 
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STEP 4 

Click Save 
 

 

 
STEP 5 

Select SHiNE Application 
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STEP 6 

Open Custom Form 
 

 

 
STEP 7 

Complete application information 
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STEP 8 

Click Save 
 

STEP 9 

Click Next to add any additional Notes 
STEP 10 

Click Next to add any attachments 

ie: transcripts, verification of experience, class schedule 
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STEP 11 

Click SHiNE Final Review button to submit your application. 
 

 


