
How to Submit a School Related Activity Absence in Skyward 
 

Login to Skyward for Business. 

 

Select Time Off from the top menu, then select My Requests from the dropdown. 

 

 

Select Add from the Right side Menu 

 

 

Key Step Here 

From the Time Off Code: Select School Related - Hours 

 

 

From the Reason: Select School Related Time Off 

 

 

From the Description: Type in the reason you are using school related time off here. This lets your 

supervisor know why you are requesting school related time off. 

 



Select the Type, Date, Hours, and Start Time. Choose Sub Needed even if you do not need a Sub.  

Then, click Save from the upper right options. 

 

 

 

If you did this correctly, you will be taken directly to Red Rover.  

Input your Red Rover Login credentials. 

 

 

Select the Date 

 

 

Select the Reason: School Related Activ, Select the Times, and if you need a Sub or Not. 

IMPORTANT STEP: Select Add additional details. 

 

 

Type the Event or Activity in the Notes to Administrator box. Then click Create. 

 

 

When you see the confirmation page, you are all set! 


