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Personal & Sick Leave Requests
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Making Your Request
1. Go to the District webpage: www.np.k12.mn.us





2. Under Hot Info, hover over the HR/Employment button
(


3. Click the Employee Access Web Site link
( 


4. The Skyward login screen will appear

TIP: Please note, this is not the same login screen as Skyward Gradebook. You cannot log into Employee Access from the Gradebook screen.

5. Enter your Employee Access username and password

TIP: This is a unique password. Your Gradebook or email passwords will not work. If you forgot your Employee Access login information, you can retrieve it by clicking the Forgot Login or Password? link.


6. On the Employee Access screen, click the Time Off button
(







7. The My Requests screen will appear

8. In the upper-right corner, click the Add button
(


9. Click the Submit To pull-down arrow, select your supervisor/principal


10. Click the Time Off Code pull-down arrow, select the correct code


11. Click the Reason pull-down arrow, select the reason for your absence

TIP: The Description textbox can be used to give more information.


12. Select the appropriate Type, Date, Hours, and Time for the absence


13. Click the Save button
(


14. Congratulations! Your leave request has been submitted. You will be notified when the request is approved or denied.












