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Understanding Your Pay 

 

 
 

• To log into Skyward, go to the Mount Vernon School District Website and click the 
Skyward Link.  

 

 
 
 

• User Name = First letter of your first name, your last name and the year you were born  
                        * This is the most common username. Depending on hire date. 

      Example:  
                             Janice Smith  1963  
                             User Name: jsmith63 
 

• Temporary Password: mtvernon01*  
            You will be prompted to enter a new password 
 

 

 

https://www.mountvernonschools.org/
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• ‘Employee Access’ tab 

 

 
 
 
 

• [Employee Information tab] 
• Select ‘Personal Information’ 
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• Select ‘Checks’ 
• Select the check you’d like to view 
• Click the [Show Checks] button on the right 
• You can also print your check from this screen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• You can also select the arrow to the left of the check date and “Expand All” to quickly 
view checks 
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PAY CODE TYPES: 
 

o TEACHER—Base Pay 
o TD Prof Dev Day—Teacher Directed pay 

 Teacher Directed Form to record hours and submit for payment 
 Payment issued for 7.5 hours (regardless of FTE) 
 Single payment 

o Prof Dev Day—Professional Development Pay: District established 4 days  
 Paid on contract, evenly, September through August 

o Additional Hours—Timesheet Pay for: 
 Missed prep due to subbing 
 Extra hours  
 Paid the following month after work was completed 
 Pay Code: Reg 3 

o Subbing in Frontline 
 Pay Code: T993 

o Class Overload pay 
 Pay Code: TOL3X 

o IEP Stipend / Extended Time—Extended Days per CBA 
 Pay Code: CIEP or C063  
 Entries recorded in Skyward > Time Off 

o Stipends 
 Athletic Coaching, Dual Language, BEST, PBS, etc. 
 Pay Codes vary 

o LWOP3—Unpaid Leave 
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DEDUCTIONS and BENEFITS 
 
 

 
 

• Additional Payroll Information 
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• Check Estimator 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• W4 Information 
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CONTRACT INFORMATION- Hourly Rate, Contract Amount, FTE, Placement Tracker 
 
 

 
• Select ‘Assignments’. Select the year you want to view.  
• Select arrow to the left of your assignment listed to expand view.  

 

 
 
 

• Select ‘EXPAND ALL’ to view your contract information 
•  Select ‘View Printable Details’ to print this page.  
• *If you have multiple contracts, you can expand each contract separately to view/print. 

 
 

j  

 

  

javascript:openDetailsPrintView()
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Time Off Balances 

 

 

 

 

 

 

 

 

• Select ‘MY STATUS’ to view absences used, time off available and balances 
• Click the arrow to the left to view absences taken 
• SICK and PERSONAL LEAVE Absences are entered in FRONTLINE.  

o Frontline absences are posted to Skyward the month following when 
the absence occurred.   

• Extended Day Entries are recorded in SKYWARD > Time Off > My Requests 

 

 

 

 

 

 

 

 

 

 


