Requesting Time Off

Start by visiting the district website at http://www.easternhancock.org/. Click on
the Staff link at the top, right side.

Click on Skyward Financial
(https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsfineasthan
cockin/seplog01.w).

If this is your first time logging in:

Username: firstname.lastname (ex: johhny.apple)
Password: Birthday in MMDDYYYY format (ex: 01012018)
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Click on Time Off > My Status


http://www.easternhancock.org/
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Here you can view the number of days you have used and how many you have remaining.
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To request time off:
Click on Time Off > My Requests > Add

Select the proper time off code > Select proper reason code > Add description if
necessary

Select date > Enter .5 or a half day or 1 for a full day
Bus Drivers are to enter their substitute that has been arranged.
Click Save

Your request will then route to your supervisor for approval.
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