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Overview

What Is Skyward Gradebook?

Skyward Gradebook is an online tool that allows you to track and record educational
information about students in your classes. You have the capability to maintain student
grades and have the option to share them with parents and students through Family
and Student Access. You may have different functionality in Gradebook than is shown in
this guide depending on setup and security managed by your district.

What Skyward Gradebook Does

« Eliminates paperwork leaving more time for you to teach.
Allows you to easily enter, maintain, review and communicate student grades and
progress information.
Allows you to create and score assignments for students using the Gradebook.
Makes student information available to you automatically.
Provides capability for you to view student information, such as attendance, family,
emergency and general information, through the Gradebook.
Enhances communication between you, administrators, parents and students.

How Skyward Gradebook Works
- You are able to log in with a district-assigned username and password.
«  Open My Gradebook, and select the class you wish to work with.
« You can take attendance, create and score assignments, post grades and run reports.

Getting Started

Accessing Skyward

1. Skyward is a web based application, therefore; you need to use a web browser to use Skyward.
Skyward supports the following browsers (Google Chrome, Internet Explorer, Firefox, Safari), but

QO
for best functionality we recommend that you use Google Chrome.

Note: For faster future access, add the Skyward link below to your browser Bookmarks/Favorites
OR create a desktop shortcut, by dragging the Skyward URL from the browser to your desktop.

Logging In

On the WISD homepage click Staff and then on the SKYWARD Icon
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1. Login ID: Is the same as your computer login Username

2. Password: Is the same as your computer login Password
*IMPORTANT* NEVER SHARE YOUR PASSWORD

3. Click Sign In

Note: If you receive a Pop-Up Blocker Warning, make sure that you always Allow Pop-Ups from
Skyward.

Navigating Educator Access Plus

Once you successfully log in, you will see the Educator Access Plus Home. You can add favorites to
this interface, see your recent programs, access your print queue, and view other information
from this page. You can also see “Helpful Reminders” and also access additional Teacher
Resources, like Skyward video tutorials and how-to documents.
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/f’“ EDINBURG CISD Trainer! Traineri  Account | Preferences | Ext ?
Si ARy h “o}f »
m Teacher Access t-@)

~ I‘i Educator Access Plus Home @)—. %) S Favortesw ] New Window £3a My Print Queve

Jump to Clher Dashboards 6

Job Status B EA Plus Home L8
WA\EP
> No items available. —
Reset Dashboards Select Widgets My Conference Scheduler ¢
WA\EP\TA\CS
My Students L8
Ne news to display ’ WA\EP\TAIMS

No favorites available

Educator Access Plus

;ﬂgmentary Report Card Grading Period Ends 5/29/2015 10:00
*Secondary Report Card Grading Period Ends 6/1/2015 12:00

PM*
"Educator Access Plus” Home Page Wekome to Skyward's Educator Access Plus system. @’

. Additional Resources
. Video - Daily Attendance

Midon Ducnilgy Cradins Danindc
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Tramer! A ] Prafaranc & Exit 9

1. Entity Location / System Menus
In this area the Entity location is displayed on the left side of the screen. On the right side of the
screen you will see the name of the logged in user and the system menus for Account, Preferences,
Exit, and the Help button shown as a question mark icon.

Account: Use to view the details and login history of the account you are logged in as.

Preferences: Allows you to setup options associated with your account, like changing your theme
color.

Exit: - To log out click the Exit button. Do not exit by clicking the X on the browser window. This may
cause your account to remain logged in even though you have closed the window.

7. Help icon, use this icon to access SkyDoc, Skyward’s Online Documentation.
2. Main Menu Bar
This is your main menu in Skyward. Home will always return you to your Teacher Home Page. Most
users will see the following menu items under Teacher Access.

Teacher Access - most users will see the following items My
Gradebook - MG
My Students - MS
My Classes - MC
Post Daily Attendance - DA
My Students with Disabilities - SD, My LEP Students - LE, My Section 504 Students - SE,
My Gifted and Talented Students - GT, My At Risk Students - AR
Roster of Special Programs - RS
My Conference Scheduler - CS
Learning Center - LC

3. Icon Menu Bar W7 L A e
“'"

Alerts: A yellow Circle with an “!”. An Alert will display when a parent creates or responds to a Message
Center message. Click the Alert icon to view or respond to the message(s).

Favorites: Allows you to access any Skyward menu paths that you have designated as a favorite. To
designate a screen as your favorite you will first need to navigate to that screen and then click on the

“Star” icon located in the top left section of the screen so that it turns from grey ' to gold 4. Once the
star turns gold a link to that screen will show up in your “My Favorites”.

New Window: This icon will open a new, separate but identical Skyward window of the screen you
are on. You can use this new window to navigate anywhere in Skyward without disturbing your
original window.

My Print Queue: Any report or process that you generate will run through your Print Queue. You
access the Print Queue from any screen as the button will always display in the upper right corner.
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Depending on the screen, the button may say My Print Queue or it could also just be displayed as
the small printer icon “*. From your Print Queue you can reopen the reports you previously ran or

review the status of a report ran earlier. Any reports that you run will be available for 5 days from
the day you run them. They will be deleted after 5 days.

4. Navigation & System ID <4 W Educator Access Plus Home
Here you have some navigation buttons as well as the name of the main system you are using, for
Teachers it will always be Educator Access Plus Home. The navigation bar will allow you to go back
or forward through the last ten screens you have visited. The drop down arrow will show you a list of
the last ten screens you visited.

5. Widgets
Select Widgets: Allows you determine the information that displays on your Dashboard. Click Select
Widgets to select the modules you would like to display on your Teacher Home Page and click Save
once you've made your selections.

6. Educator Access Plus
Found at the bottom of your Teacher Home Page this is where from time to time the campus/district
posts helpful deadline reminders.

My Gradebook

From this screen, you can access all of your current classes’ Gradebooks, along with those from prior years.
the district posts

77 Charles Baxter Junior High B /coount || Brefersncan | O L2
yKYWAR

Home Teacher Access Administrator Access

<4 My Gradebook FCR My Print Queue 4 Back

Prior Years Classes

041 Charles Baxter Junior High
Year Dept Subject Terms Period Days Meet
2017 01 01 1-6 1 MTWRF

01 01 1-6 2

Description

View Gradebook
View Gradebook

01

View Gradebook

01 01 1-6 5 READING View Gradebook
01 01 6 7 ENGLISH 7 View Gradebook
01 01 1-6 1 PRE AP ENG 7 View Gradebook
01 01 6 2 ENGLISH 7 View Gradebook
01 01 1-6 3 ENGLISH 7 View Gradebook
01 0 -6 4 ENGLISH 7 View Gradebook
01 01 1-6 5 ENGLISH 7 View Gradebook
01 0 1-6 7 READING ASSIST View Gradebook
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Current Year Classes: From this tab, you can see all current school year Gradebooks for the courses you teach.

Reports for All Classes: Under this button, you can access reports that can pull details from multiple classes
at a time. The details of the reports will be covered in a later section of this guide.

Posting Status: Under this button, you can quickly verify which grades have been (or will be) sent to the
office. You can also request grade changes for closed grading periods. The details of these options will be
covered later in this guide.

Column Headings: All of the column headings above the list of Gradebooks can be used to sort the records
based on that field. By default, all Gradebooks are listed in order of the Period they are taught. You could
click the Subject heading to group all the courses together based on the subject codes attached.

Gradebook Links: These links take you into your Gradebook to maintain the data.

Prior Year Classes: From this tab, you can see any Gradebooks from past school years. Any Gradebooks
identified with your user account that were set up and used in previous years will display here. You can click
on the Gradebook link to get a standard view of the Gradebook at the end of that school year, but you will have
no editing capabilities.

Gradebook

This screen is the Gradebook Main screen. From here, you can see the students in the class, and see and
maintain the assignments and grades. You can also set up the Gradebook, run reports, and enter attendance
for the day.

TRUMAN ELEMENTARY Account | Preferences | Exit ?
SKYWARD® 0300/ 13 Prd:1 MATHMATEMATICA

Home Teacher Access

<4 Main Screen EP My Print Queue 4 Back
Other Access v | Classes v Assignments v Attendance v Categories = Grade Marks = Posting v | Reports v | Charts v | Display Options v Quick Scoring | Export
Term FIN SM2 SW6 Staar | Time & | Divisi 6-9M | 6-9 Mu | Module [ Subtra | Review | Benchm | 3D S
Grade | Optionsw | Optionsw | Optionsw | W40-W | W38-T | W38-T [ W38-M | W36-F | W36-W | W36-M | W34-Th | W34-Th [ W34-
FIN v 05/27 | 05/12 | 05/12 | 05/11 | 05/01 | 04/29 | 04/27 | 04/16 | 04/16 | 04/1
Sort By % | 81.03% | 82.72% | 82.98% | TEST Quiz Quiz Quiz Quiz Quiz PRO Quiz TEST Qui
100 100 100 100 100 100 100 100 100 1004
Students 76.24 73.65 86.18 87.39 86.29 84.12 81.78 83.53 79.18 87.2
I F NEW|| 7675.50%| 76 75 76 61 50 100 100 95 a5 20 60 85
2 M 8685.50%| 86 84 84 87 73 71 98 77| 75 87 90 87
3 _'E 8686.00%| 86 86 84 89 73 100| 98 67 75 93 80 89
4 M NEW|| 7574.50%)| 75 77 83 70 70| 88 100 98 80 73 80 74
S M 9594.50%| 95 95 94 93 a3 94 93 99 95 100 85 91 -
6 M 7171.00% »
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Class Information Link: The Class Information link appears under the Entity at the top left corner of the
screen. In the example above, this is where you see 0300/13 Prd:1 MATH/MATEMATICA. Clicking this
link pulls up a screen that shows details of how the course, class/section, and meeting pattern are set up.
Tabs: You can use the Tabs across the top of the list to access other functions within the Gradebook.

Other Access: View Student’s Discipline, Test Scores, Busing, Report Card Grades & the Message Center

Classes: Quickly switch from one class to another.

Assignments: Add and list assignments.

Attendance: Take daily attendance, assign seats for seating chart, and view alert color legend.

Categories: Change the scoring method and add/edit categories for assignments.

Grade Marks: View the Default Grade Marks setup by the district.

Posting: Post Grades for Dropped Students and Post Comments.

Reports: Access reports for attendance, gradebook, progress, class information, and report card.

Charts: Graph information about student grading in a course

Do this step first

Display Options: Customize the way Students and/or Assignments are displayed.
Quick Scoring: Enter or change grades for all of the assignments for all of the students.

Export: Export your gradebook to a csv file that can be opened with Excel.







Initial Setup Procedures

Score Method and Categories Setup
The Categories tab is used as a reference to view the categories that are setup for the class. Via
this tab you will setup the Score Method which will determine how assignment grades will be
calculated.

1. Click on the Categories tab

« Main Screen

Other Access v Classes v | Assignments v Attendance v (htagﬂes Grade Marks | Posting v
Term FIN M2 | Swé Stzar | Time & | Dy
Grade | Cptionsv | Optionsw [ Optionsv | W40-W | W38-T | W34
FIN v 05/27 | 05/12 | 05
Sort By % | 81.03% | 82.72% | 82.98% | TEST | Quiz | QU
2 g i 100 | 100 | 1d
76.24 | 73.65 | 86.

(72]

Students

2. Click on the Change Score Method button (first time you open the course)

<4 Category Maintenance .7 Favorites v ] New Window £ My Print Queue 4 Bacl
Score Method

Grades based on percents assigned to Categories —’ Chanae Score Method
Total Percent Allocated: 0% -

Use These Categories For My Other Classes

3. Select one of the Score Method options and click Save

Category Group Maintenance e | 2| 4Back

Score Method Save

Use total points to calculate arades
® ' Base grades on percents assigned to categories

Use total points to calculate grades: If using total points, the Gradebook will not calculate grades
using Categories. In other words, it will treat all points earned for assignments equally.

A point in the Category of Homework will have the same value as a point in the Categories of
Test, Quiz, Lab, and so on. Using this method, student grades are calculated based on the points
only. (This method is not used).

Base grades on percent’s assigned to categories: The “Base grades on percent’s assigned to the
categories,” will have assigned percent weights to the chosen categories. When calculating an
overall grade, Gradebook scoring will use the total points earned within each category multiplied
by the percentage assigned to that category. It is important to note that once weighting has been
assigned, and the first grading period has ended, you will not be able to deviate from the originally
assigned weighting structure. It will be in place for the duration of the course.
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Gradebook Display Options

The Display Options menu allows you to select different display options for student display, assignment
display and grade period display. Once these are set correctly, you should not have to visit this area

again. However, there might be times when you want to vary these.

Assignment Display

Your Assignment Display allows to you to set user preferences for display of assignment detail information
in the Gradebook and for assignment score settings.

1. Mouse over the Display Options tab and Select Assignment Display

Posting v | Reports v | Charts v |Display Options v Quick Scoring | Export

Vocab6 | SW5 TestS Quiz§ pisplay Options Quiz4 HW4
W34-W |Optionsw | W32-W | W32-| Student Displ v | W25-F | W24-M
04/15 04/01 LGE LASTHAY 02/13 | 02/02
DG TEST i i Quiz HW
200 LU du Grade Period Display 2 Sbl
0.00 0.00 0.00 l’ . G i 5
Modify Gradesheet Se| Select Assignment Display Options
¥ N
Color Legend
* . -
Tools
; 7 Teacher's Log %
y I Drop Lowest Score b
: ? Advanced Drop Lowest Score 3
> ; Restore Deleted Assignments i
y hi Student Groups b
¢ % View Backups 5
* * Accinnmant Cammant Rank *|

The important option here is the sort assignments option: Select by Date Sequence and choose
Descending. You may also select an assignment heading layout in the bottom section. It is a good idea to
leave all other options alone. These preferences can be changed at any time, so you can try different options.

SAVE your choices.

<4} Assignment Display

Assignment Display Options

¥ Show Average Score of the Assignment

Show Average Score of Term Grades

Show Assignment Group of the Assignment

Show "Term Grade" Column in 2 fixed location on Gradebook screen

<

Show Posted Grades in a different color on Gradebook screen
Show Comments for all Assignments
Only show recent assignments on Gradebook Screen (2 weeks old and 2 weeks in the future)
Show Eamed Percent Column when Calculating Term Grade based on Minimum Percent
Sort Assignments by: | Date Sequence v
Date Sequence of the Assignments: (@ Descending (newest to oldest)
Ascending (oldest to newest)
Assignment Defaults
Maximum Score Default: |100
Post to Family Access Default: | Yes X Post to Student Access Default: | Yes b4
Note: All Assignments are forced to Post to Family and Student Access for this entity.
Assignment Score Entry
Suppress the "value entered is greater than max score” message
Assignment Heading
Options use examples with the text "Characters” representing the assignment description, "08/20/2004"

representing the due date, "Week 4 - Friday" representing a week and day,"Quiz" representing the category

code, and "100" representing the max score of an example assignment.

Show Category color in Assignment Headings only

Description, Week, Category, Max Score Description, Week, Category, Max Score
Charac| Characters
Wo4-F WKo4-Fri
Quiz Quiz
100 100
Description, Date, Category, Max Score Description, Date, Category, Max Score
Charac| Characters
08/20 08/20/2004
Quiz Quiz
100 100
e Description, Week, Date, Category, Max Score Description, Week, Date, Category, Max Score
Charac| Characters
Wo4-F WKOA4-Fri
08/20 08/20/2004
Quiz Quiz
100 100

P My Print Queue

Save
Undo

Restore
Defaults

Back
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Grade Period Display

The current terms and assignments will always be displayed by default, but other terms may
be selected or deselected. It is recommended that you keep all previous SW Grading Periods displayed
at all times in order to stay aware of any grade discrepancies which may occur after a term ends.

1. Mouse over the Display Options tab.

o My Print Queue o Back

endance v Categories Posting v | Reports v Charts v | Display Options v! Quick Scoring ~ Export
1A iB € n 2A 28 Display Options

Optionsw | Optionsv Optionsw | Optionsw | Optionsv

Student Display
Assignment Display

Grade Period Display
Modify Gradesheet Sequence

Color Legend | Select Grade Period C

Tools

Teacher's Log

Drop Lowest Score
Advanced Drop Lowest Score
Restore Deleted Assignments

2. Click Grade Period Display

3. Select the Terms_in the Display Grading Period column that you wish to display. (You don’t need to
show all assignments for past grading periods, but we recommend that you show all terms.)

~ Grade Period Display ]

Grade Period Display

{[=i 1%

8|

Display Display
Assignments Grade Period
Hide All Hide All
Show:AL oAl ding Period Date Range
PROGRESS REPORT 1 08/25/2014 - 09/12/2014
15T SIX WEEK 08/25/2014 - 10/03/2014
PROGRESS REPORT 2 10/06/2014 - 10/24/2014
2ND 6 WEEKS 10/06/2014 - 11/14/2014
PROGRESS REPORT 3 11/17/2014 - 12/05/2014
3RD SIX WEEKS 11/17/2014 - 12/19/2014
PROGRESS REPORT 4 01/06/2015 - 01/23/2015
4TH SIX WEEKS 01/06/2015 - 02/13/2015
PROGRESS REPORT 5 02/17/2015 - 03/06/2015
5TH SIX WEEKS 02/17/2015 - 04/10/2015
PROGRESS REPORT 6 04/13/2015 - 05/01/2015
v 4 * 6TH SIX WEEKS 04/13/2015 - 08/10/2015

* Signifies the Current Grade Period(s). These cannot be hidden.

Assignments By Date Range

Only Show Assignments Within Date Range
08/25/2014 to 06/01/2015

4. SAVE
Student Display
You have several different options for displaying student names. This is also where you may choose to
show or hide dropped/inactive students.

1. Mouse over the Display Options tab.
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Prd‘l ECONOMICS

1ss | EA+ Classic View

en
~ | Assignments v Attendance v = Categories | Postingv | Reportsw Charts v | Display Options v/ Quick Scoring | Export
Term 1A 1B sl n 2A 2B Display Options
Grade | Optionsw | Optionsw Optionsw || Optionsw || Optionsv P
1A (x| Display
Sort Off Assignment Display
Grade Per| Select Student Display Options l
il Modify Gradesheet Sequence
AR Color Legend
X Tools
lyn N Teacher's Log
A Drop Lowest Score
arA Advanced Drop Lowest Score
n Restore Deleted Assignments
E_ Student Groups
nl View Backups
Assignment Comment Bank
= | (T i

2. Select Student Display

3. Recommend change Name display setting from Last, First (Short Name, Separated) to Last, First (Full Name,
Grouped)

4N Student Display o My Print Queue

Name Display Example Save
First Last (Full Name, Separated) Anthony A Anderson Undo
First Last (Full Name, Grouped) Anthony A Anderson Restore
First Last (Short Name, Separated) Antho  Ander Defaults
Last, First (Full Name, Separated) Anderson  Anthony A Back
Last, First (Full Name, Grouped) Anderson, Anthony A

® Last, First (Short Name, Separated) Ander  Antho

Suppress (Name hidden completely) No Name Appears

Display the student's Other Name (when available) instead of the First Name and Middle Initial
Display Options
Student ID
Dropped Students
Student Grade Level
Student's School
Sorting Options
Sort By First Name Last Name
® Sort By Last Name First Name
Sort By Student's Assigned Seat
Sort By Student's Grade located in "Term Grade" Column
Sort By Gradesheet Sequence

4. SAVE

Tip: If you have a conference with a parent and you would like to show them your gradebook screen, but

don’t want the parent to see the rest of the student’s grades, you can select Suppress from Name Display

and Student ID from Display Options. This will only show the Student IDs on your gradebook screen.
Adding Assignments

1. To add an assignment, click the Assignments menu at the top and select Add Assignment.
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10.

11.

Home Teacher Access

< Main Screen

Other Access v | Classes v |Assignments v Attendance v = Categories = Grade Marks | Posting v

Export : A
| List Assignments I Swi PR2
Grade | Optionsw ||| Optionsw | Optionsv
< )~ Assignment Maintenance o My Print Queue
Add Assignment Save and
Category: |Comp -~ 0% - Zssays v Back
Description: My Summer Vacation Save and
Detailed Description: |My Summer Vacation Ead Anpinel
= Save and
= Score
Assignment Group: T
ndo
Entered Date: Fri, Jul 31 2015 ok
== Back
Assign Date: TE¥] su1 v | a1 v| 42015 | Fri, Jul 31 2015
Proposed Due Date: x| (2ug v | 2z v| 42015 |9 Mon, Aug 3 2015
Actual Due Date: EE¥] v|[o1 v| |2015
Max Score: |100 ¥ Post to Family Access
Weight Multiplier: |1.00 ’' Post to Student Access
Display Options
Show Score As: | scoxe v Show Comments
Class Options
Entity Dept Sbj Terms Prd Days Meet Class Description
801 1-6 1 MTWRF SKY101 / 01 GENERAL OVERVIEW
v 801 1-6 2 MTWRF SKY201 / 01 ADVANCED GRADING
801 1-6 3 MTWRF SKY301 / 01 REPORTING

*Category: Select a category code from the drop down menu.
*Description: Type the name of the assignment (maximum of 30 characters).

Detailed Description: Enter a detailed explanation of the assignment (maximum of 300 characters).
The Detailed Description can be viewed within Family and Student Access.

*Assign Date: Enter the date the assignment was given to the students; it defaults to current date.

*Proposed Due Date: Enter the date you anticipate that the assignment will be due. You can enter
future Assign and Proposed Dates; this allows the assignment to display as a future assignment in
Family and Student Access.

Actual Due Date: Date entered for assignment receiving an extension. An example would be students
not turning the assignment on the proposed date due to a bad weather day. The actual due date will
supersede the proposed due date.

Max Score: Enter the maximum value a student may receive for the assignment; extra credit should
not be included in this number. Assignments created solely to track extra credit can be created with
a max score of zero.

*Weight Multiplier: This typically remains at “1” unless you wish to adjust assignment value for
varying difficulty in assignments. Example: Assignment has a maximum score of 100. If you change the
Weight Multiplier field to .5, the assignment is given half the value or a maximum score of 50. By
changing the Weight Multiplier to 2, the assignment maximum score would double to 200.

Post to Family Access, Post to Student Access: These options are selected by default. These options will
post the assignment information to Family and Student Access.

Click Save and Score to go directly to entering student grades, or Save and Add Another to add another
assignment without entering grades for the assignment just entered, or Save and Back to return to

the Gradebook.

pg. 15




List Assignments
Use this option to Add, Edit, Clone, or Delete assignments.

1. To list your assignments, click the Assignments menu at the top and select List Assignments.

Home | Teacher Access

-« Main Screen

Other Access v Classes v |Assignments v| Attendance v | Categories | Grade Marks | Posting v

Export Add Assignmen
—* List Assignments | sSwi PR2 |]

n?‘l‘aﬂe | Optionsw | Optionsw | Optionsv

<4 )  Assignments
Add Edit Clone Delete Report » | Score Entry | Assignment Display | Clone From Existing Gradebook

Return to Default Sort Assignments
Date Due; Week Day Category Assign Group  Description Weight Max OA Fam Stu
08/29/14 1 Fri DG 1.00 100 ’
09/05/14 2 Fri DG 1.00 100
09/19/14 4 Fri HW 1.00 100
09/30/14 6 Tue Quiz 1.00 100
10/01/14 6 Wed  TEST 1.00 100
10/15/14 8 Wed DG 1.00 100

Add: This option allows you to create a new assignment.

Edit: This allows you to make modifications to an existing assignment; all field can be modified. If an
assignment was added to multiple classes and modification of the assignment is needed, it will be
necessary to access each class and edit the assignment to make the change.

Clone: This option allows you to copy an assignment within the same class or to another class.

Delete: This allows you to delete an assignment and any student grades associated with the assignment.
If an assignment is incorrectly/accidentally deleted, you can use the Restore Deleted Assignments tool,

under Display Options, Tools, Restore Deleted Assignments.

Report — Assignment Report: This displays a list of students and the grades they earned on the selected
assighment.

Score Entry: Allows you to add/edit assignment scores and comments for the selected assignment.

Assignment Display: Allows you to customize how assignments display on the Gradebook Main Screen
and provides options for managing the assignment score settings.

Clone from Existing Gradebook: Allows you to copy one or more assignments from a current year or
historical Gradebook of your own. When selecting this option, you must be in the Gradebook where you
want the assighnment created.
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Entering Scores

From the main screen of the Gradebook, you may enter grades several different ways.

You may enter grades by:

Clicking on the assignment
name, Score Entry

button

Clicking in a cell

1. Justin L
Clicking the Quick Scoring /ﬁ?

Screen

Sort Off
Seq)

100 —
-

"

lasses v | Assignments v Attendance v | Categories Posting v | Reportsv | Charts v | Display Optw%unck Scoring  Export
erm [ lessonl | 1A | 1B | CO | 1 - 2 [sa [ st
*612013 Optionsw | Optionsv v tonsv | Optionsv Optionsw ||| Optionsw || Optionsv
1A[x] A p—

——

2z, Eric A

Conner A

p—

2 CovE

n, Deion ]

w| wl w| w| #| w]| w] #| »

Kali A

sl ow| w| ow| w| wf w)| w| w| #

The most expedient way to enter scores is with the Quick Scoring method.

Entering Semester/Final Exam Scores
Semester/Final Exam Score Entry allows you to enter the scores for the semester/final exam.

1. To enter Semester/Final Exam grades, go to the Gradebook Main Screen and click the Options tab under

the SE1 or SE2 Grade Bucket

2. Select Enter Semester Exam

“SE1/ SE2” Scores

R Main Screen
Other Access v Classes v |Assignments v Attendance v ' Categories | Grade Marks ' Posting v ' Repor
Term FIN SM2 EX2 | swe_| Tests | PR6
Grade Optionsw | Optionsw | Optionsv O W38-F |Optionsv
FIN ' = o~ nelar
Sort By % @}_
Select Semester Exam EX2 Display

3. Enter the Exam grade for each student under the Score column or you may enter an override to Exempt
a student from the exam. To Exempt students from the Exam, select “EX Exempt” from the drop down

under the Override column.

Exam

4

Max Score
Weight

Semester Exam EX2

View Exam Score as:

Entry

: {100

»11.00 Undo

(V2]

ave

Enter Exam
Score for
student

Grade Mark ¥ y/

RRLNS
- ) V1A Pul

v

Score | Oveset
80 |-

-

<

WCLANNL OlLlls

| EX Exempt

2
-

v

—

OR

Exempt
student
from Exam _




4. Click Save

Daily Tasks

Most of the tasks in this section are tasks that you will complete daily or almost daily.

Taking Attendance
Click the Post Daily Attendance link under Teacher Access.

CAMPUS NAME

EDINBURG SUMMER SCHOOL

ir Access
debook - MG

dents - MS

e Attendance - PA

Trainer1 Trainer1 Account

Taking Attendance by Name
1. Click the By Name link next to the course for which you want to take attendance. Note: The sections that

do not meet “today” are grayed out.

CAMPUS NAME

Trainer1 Trainer1 Account | Preferences Exit ?

FoR My Print Queue 4 Back

ce for Friday, July 31, 2015

11
11
11

Description Attendance Options

GENERAL OVERVIEW \ By Name | ating Chart | Assign Seats
ADVANCED GRADING By Name ating Chart | Assign Seats
REPORTING By Name | By Seating Chart | Assign Seats
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PLEASE NOTE - Attendance, for funding purposes, is taken 2nd period each day. Taking attendance 2nd
period, is required for everyone.

Elementary campuses should make sure that they are in their second period class when taking attendance
for funding purposes. During 2nrdperiod, students are either present or absent at the appointed attendance

time.

Secondary campuses should take attendance EVERY period.

Creating a Seating Chart

1. Click the Assign Seats link next to the course where you want to create a seating chart.

Dept
MAT
MAT
MAT
MAT
MAT

Show All Classes |

Subject Terms Perioc
M 3-4 2
M 3-4 3
M 3-4 4
M 3-4 5
M 3-4 6
(o] 1-4 7

Days Meet

AB
AB
AB
AB
AB
AB

Attendance for Monday, Aug 24, 2015

Only Display Classes that Meet Today
801 EDINBURG SUMMER SCHOOL

Class

383188 [ 13
383188 f 01
362188 [ 06
362188 / 04
363188 [ 11
011648 { 07

Description
MATH 8

MATH 8

MATH 6 PRE AP
MATH 6 PRE AP
MATH 6
ACTIVITY 6

Attendance Options
By Name | By Seating Chart | Assign Seats
By Name | By Seating Chart | Assign Seats
By Name | By Seating Chart | Assign Seats
By Name | By Seating Chart | Assign Seats
By Name | By Seating Chart | Assign Seats
By Name | By Seating Chrt | Assign Seats

2. Enter the number of rows and seats per row you want in your seating chart and click the Refresh

3.

button.

Show Pictures | Clear Seating Chart

Nurnber of Rows: 6 Refr

Nurnber of Seats Per Row: 6

sh h ol save
Undo

Back

i 7 (SR (S —— e e ded [SUTR [T —
Select Select Select Select Select Select
[ bl [ - bl [T bl - s - tond - __J
Select Select Select L Select Select

Select

If you want to move a student to an unfilled seat, click the Select button in the student’s cell and
then click the Fill Seat button of the cell in which you want the student to move.

|
Select ﬁ Select Select
|
- ¢ - | +
Select Select Select Select
Fill Seat Fill Seat Fill Seat Fill Seat
Fill Seat Fill Seat ﬁt Fill Seat
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4,

the Swap Seats button in the other student’s cell.

If you want two students to ‘swap’ seats, click the Select button in one student’s cell and then click

5. Click the Clear Seating Chart link to remove all students from the seating chart. Click OK on the
warning message to clear the seating chart.

Nurmber|

Show Pictures | Clear Seating Chart *Wf Seats

Message from webpage

I

Swap

(OK)

~ | Are you sure you want to clear the entire Seating Chart?

Clear the entire Seating Chart and assign new seats.
(Cancel) Do not clear the Seating Chart.

J |

Cancel ]

6. Click the Select button in the student’s cell and the Fill Seat button of the cell in which you want the

student to move.

Unassigned Seats: I Fill Seat “ Fill Seat | Auto Assign Seats: v
1 I Fill Seat “ Fill Seat I Jnassigm Fill Seat “ Fill Seat ”:
Select T Teeet | || [Fiseat | | = | Fill Seat ” Fill Seat |[
Sea Sea Unselec s S
e I Ell: Saqt “ Eill Seat I Unselect L | Fill Seat || Fill Seat |[
Select =
I Fill Seat || Fill Seat | — —
s ‘ Fill Seat Fill Seat
I Fill Seat “ Fill Seat I Select
Select | Fill Seat “ Fill Seat ”:
| Fill Seat || Fill Seat |[
Select Select

7. Or, once you have cleared the entire seating chart, there is an auto assign feature. You can select by
First Name, Last Name or Random and then click the Process button.

&uto Assign Seats:

v | Process h

By First Name Fill Seat Fill Seat

= By Last Name
Fill Seat At Randomn__ Fill Seat Fill Seat
| il et ” ] | Wm0 ” [l | = 3 ” [ | a0 3

8. When finished with the seating chart click Save.
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Taking Attendance by Seating Chart
1. Click the By Seating Chart link next to the course where you want to take attendance.

Attendance for Monday, Aug 24, 2015

Show 2l Classes | Only Display Classes that Meet Today
801 EDINBURG SUMMER SCHOOL

Dept Subject Terms Period DaysMeet Class Description Attend§hice Options

MAT M 3-4 2 4B 3831B8/13  MATHS By Name | By Seating Chart | Assign Seats

MAT M 3-4 3 4B 393188 /01  MATHS® By Nare | By Seating Chart | Assign Seats

MAT M 3-4 4 AB 362188 /06  MATH 6 PRE AP By Name | By Seating Chart | Assign Seats

MAT M 3-4 5 AB 362188 /04  MATH 6 PRE AP By Name | By Seating Chart | Assian Seats

MAT M 3-4 6 2B 363188 /11  MATHG By Name | By Seating Chart | Assign Seats
0 1-4 7 AB 0116AB {07  ACTIVITY 6 By Name | By Seating Chart | Assign Seats

2. Click the dropdown box to select Absent or Tardy and click the Save button. If all students are
present, click the Save button.

Take Attendance for Monday, Aug 24, 2015 ' 3
Unda
Back
flert Legend | Show Pictures | Printer Friendly Listing
= 4 " " " ’ »

Excused: 2 Excused: 1 Excused: 0 Excused: 0 Excused: 2 Excused: 0
Unexcused: 0 Une: : 2 Unexcused: 0 Unexcused: 0 Unexcused: 1 Unexcused: 1
Other: 0 10 Other: 0 Other: 0 Other: 0 Other: 0
Tardy: O Tardy: 1 Tady: 0 Tardy: 2 Tardy: 3 Tardy: 0

__Grade: 08 Grade: 08 Grade: 08 Grade: 08 Grade: 08 Grade: 08
Present - Present v Present - Present - Present v Present v
Ju [m} m liaf
Tardy A A A A
—=Present =
» 0 " " v
Excused: U Excused: 1 Excused: 7 ’ Excused: 0 Excused: 8
Unexcused: 2 Unexcused: 1 Unexcused: 1 Excused: 0 Unexcused: 1 Unexcused: 3
Other: 0 Other: 0 Other: 0 Unexcused: 0 Other: 0 Other: 0
Tardy: S Tardy: 2 Tardy: 3 Other: 0 Tardy: 0 Tardy: 1
Grade: 08 Grade: 08 Grade: 08 Tardy: O Grade: 08 Grade: 08
Present - Present - Present - Grade: 08 Present - Present -
[ ] n =] Present - ]
A AlL A [ |
A

3. Click the Printer Friendly Listing link to print the seating chart. This could be useful for substitutes.

Alert Legend | Show Pictures | Printer Friendly Listing

E ' .
Excused: 2 Excused: 1 Excused: O Excused: 0 Excu
Unexcused: 0 Unexcused: 2 Unexcused: 0 Unexcused: 0 Unesxc
Other: 0 Other: 0 Other: 0 Other: 0 Oth
Tardy: O Tardy: 1 Tardy: O Tardy: 2 Tar
Grade: 08 Grade: 08 Grade: 08 Grade: 08 Grad]
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Six Weeks/Semester Tasks

There are some tasks that may only occur at the end of a term (six weeks) or semester. Those tasks are
explained in this section.

Posting Grades for Progress Reports and Report Cards

We will use Auto Posting in our district for grade reporting. While this will make the process easier for
the teachers, there are still steps that must be completed each cycle prior to printing accurate Progress
Reports and Report Cards. Those processes are outlined below.

1.  Teachers must enter student grades throughout the grading cycle.
Proposed Due Dates are critical to the grade reporting process! Make sure that your Proposed Due
Dates fall within the correct grade-marking period.

2. Grades will be automatically pulled from the teacher’s gradebook each night during the period that
the posting window is open. All changes made during this time will be updated during each nightly
pull. Once the window closes, no more changes can be made by the teacher unless they complete a
formal grade change request.

3.  Comments for each student may be posted by the teacher, if desired.
Comments are not required and no more than 3 comments can be assigned per student.

4.  Teachers must verify all grades, comments BEFORE the window closes. The campus Report Card
Coordinator will provide teachers with various reports that will aid in verifying their grades. Those
reports can be either a Grade Differences Report, Grade Proof Sheet Report or a Blank Grades
Report.

Grade Differences Report: This report shows if discrepancies exist between Gradebook grades posted
(Report Card) grades. See sample of Grade Differences Report at the end of this guide.

Grade Proof Sheet Report (Verification Sheets): This report lists the grades that teachers have for their
classes. Posted Grades are grades that will be printed on Report Cards and Transcripts (high school). See
sample of Grade Proof Sheet at the end of this guide.

Posting Comments to Progress Reports and Report Cards

1. To Post Comments for each class, mouse over the Posting button and click on Post Comments

P My Print Queue

issignments v Attendance v  Categories | Grade Marks | Posting v | Reports v | Charts v | Display Options v

Post Dropped Students Grades

Term FIN SM2 SW6 S ibtra
Grade | Optionsv | Optionsw | Optionsw | W40-W V. 30 V30-VY V36-M
FIN v OTSE/SZT7 0! Post Term Comments j04/27
Sort By % | 81.03% | 82.72% | 82.98% < <
bkl i i il ST 100 100 100 | jo0 | 100 | 100

2. Under ‘Grade Period(s) Open for Comment Posting’ select the correct reporting period. Click the
Post Comments link on the right.
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Comments FCP My Print Queue 4 Back

Grade Period(s) Open for Comment Posting

2015 to 08/10/2015 6TH SIX WEEKS _’Post Comments
grade period is open to post comments.

the Post Comments link to enter comments for this period.

3. To see a list of comments click on the View Comment Codes link

< Comment Entry

l Grading Period: 04/13/15 to 08/10/15

View Comment Codes | Hide Grade Columns
Grad Yr__ First Name Last Name Alerts PR1 SW1 PR

4. You can assign a code to each individual student by typing in the Comment Code under one of the
Comments box. You may click on the Hide Grade Columns link to move the Comments Code boxes
closer to the students’ names. You may enter up to three (3) comment codes per student.

View Comment Codes | Show Grade Columns | Alert Legend
Grad Yr First Name Last Name Alerts C1
Default blank comments to: v
2018 RICHARD BRANSON | | 07
2018 HILLARY CLINTON 02
2018 STEVE JOBS 01
2018 ABRAHAM LINCOLN |

5. You can mass assign comments by clicking on the drop down for the Comment Column “C1” and
selecting the Comment Code that you wish to assign to all students. Click OK on pop-up window.

View Comment Codes | Show Grade Columns | Alert Legend
Grad Yr First Name Last Name Alerts C1
Default blank comments'l.'&!'i_r'I_
2018 RICHARD BRANSON | |
2018 HILLARY CLINTON 02 |
2018 STEVE JOBS 03
el i TS 04 ]

6.  Once comments are assigned to students, click SAVE.
Printing
Skyward has many different reports that can be printed. You can print the spreadsheet visible on your

screen simply by right clicking on the screen and choosing Print. This is not the best option, as it will
only print what is visible.

Printing Reports

There are a number of canned reports that you can print. It is also possible to add new reports with
different options. There are reports for rosters, attendance, grades and assignments.
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To select a report, mouse over the Reports menu and select the desired report. Use a report template, edit
areport template or add a new report with only the options you would like to include.

Commonly Used Reports

Grade Sheet Report - This report will give you a cover page with a list of all assignments, the Due Dates,
the corresponding categories and weights, along with the average scores for the class. The subsequent
pages list the students and the grades on each task. This report can be requested at the end of each
SW Grading period, at the end of the SM, and/or at the end of the school year. See sample Grade Sheet
Report at the end of this guide.

Progress Detail - This report provides a detailed report for each student. It lists all assignments and the
earned points, along with a breakdown by category. There is a signature line. You will get one page for
each student, so be aware. This is a lengthy report.

Class Roster — There are several options to choose with this report. It will provide you with basic
information including, name, grade, gender, birth date, address, phone number and guardian information.

Missing Assignments - This report will list the students who have missing assignments in the gradebook. It
will show you the student name, assignment name and date. The Skyward template will put each student
on a new page, but you may clone or add a template and deselect that option so that students will not print
on separate pages.

Grade Proof Sheet - This report will generate a one page report showing grades for each grading period.
The grades show on this report are the grades that are posted at the office. You can choose to see the
current term only or you may include all previous terms. This report is sometimes given to the teachers
by the school Registrars to verify grades at the end of each grading period.

Other Skyward Tasks

There are some tasks that don’t occur on a regular basis. The remainder of this user guide will focus on
those additional tasks that are necessary to import, verify, print and document your gradebook.

Requesting Grade Changes After The Posting Window Closes

Once the posting window closes, there are 2 ways to request a grade change. PLEASE MAKE EVERY
EFFORT TO VERIFY THE ACCURACY OF ALL GRADES BEFORE THE WINDOW CLOSES IN ORDER TO AVOID
HAVING TO MAKE MANUAL CHANGES.

1.  Log onto the Skyward Teacher Gradebook and follow the steps outlined in the Skyward Gradebook
Grade Change Request Form Guide (At the High School)

2. Grade changes for high school after the semester closes or prior to the new school year requires
paper copy of the Grade Change Request Form signed by the campus principal and submit it to the
appropriate office personnel.

3.  After the grade change request is completed by the Counselor grade change will be completed and
official.
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NOTE: Grade Change Requests will only be accepted for Six Weeks Grading Periods.

Entering Grade Adjustments

Grades can be adjusted at the end of a term (six weeks). Grade adjustments should not be made on Progress
Reports. If you need to adjust a term grade:

. Click the Options button in the term column heading and then click Enter Term Grade
Adjustments

es | Grade Marks | Posting v | Reports v | Charts v  Dis
HW6
W36-Th

PR6

Optionsw

EX2 SW6 Test6 Quizé
Optionsv ||| Options -F W36-F

Select Term SW6 Display Method
Grade Mark
Percent

* 1 Points

* ¢ Quick Scoring for Term SW6

.. Enter the desired score in the grade column and press Tab. The necessary points will be added

automatically.
Calculated Adjustment Total Posted
Grade Percent VGrade< Amount Cmt Percent Override Grade
60 60.00 | ZORNN @500 [ 69.50 | |- v
96 96.00 = v
a8 98.00 - v
a5 95.00 - v

= You may choose to add a note to indicate why the grade was adjusted by clicking on the note icon
0 in the Comment column.

. Click Save.

Drop Lowest Score

Drop Lowest Score is a tool that automates the process of dropping a student’s lowest assignment scores
for a class.

1. Click on Display Options form the Gradebook Main Screen and click Drop Lowest Score
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o My Print Queve 4 Bac

Posting v | Reports v | Charts v |Display Options v‘nbﬁ:oring Export

S | Main Screen
Other Access v Classes v  Assignments » Attendance v  Categories = Grade Marks

Term FIN SM2 EX2 SW6 Test6 PR6 Quizé HW§

Grade Optionsw | Optionsw [ Optionsw | Optionsv | W38-F | Optionsv | W36-F | W36-]

FIN v 05/15 05/01 | 04/3

Sort By % TEST Quiz HW

2 100 100 | 100

Students 87.08 87.08 86.8

1M 100100.00%]| 100 100 . 100 100| 100 100 1
2 F * * *
3 M 95 94.80%| 95 95 % 94 95| 93 95
4 M 90 90.00%| 90 90 % 90 90| 90 90
5UIE 85 85.00%| 85 85 2 85 85| 85 85
6 \E 80 80.00%| 80 80 ¥ 80 80| 80 80|

Display Options
Student Display
Assignment Display
Grade Period Display
Modify Gradesheet Sequence
Color Legend

Tools
Teacher's Log
Drop Lowest core
Advanced Drop Lowest Score
Restore Deleted Assignments

k

2. Choose the grading period that you wish to process.

Process Options

The Drop Lowest Score Process will drop the assignment score that most negatively affects the student's

overall grade.

Grade Bucket
PR1 - Mid Term 1
SW1 - Term 1
PR2 - Mid Term 2
SW2 - Term 2
PR3 - Mid Term 3

Drop Lowest Score Process
Step 1: Select a grade bucket to run the Drop Lowest Score Process.

Date Range
08/25/14 - 09/12/14
08/25/14 - 10/03/14
10/06/14 - 10/24/14
10/06/14 - 11/14/14
11/17/14 - 12/05/14

P My

Process Option

Drop Lowest Score

Drop Lowest Score *—
Drop Lowest Score

Drop Lowest Score

Drop Lowest Score

3. Verify the students who will be included when running Drop Lowest Score. If you want to exclude a

student from this process, uncheck the box next to the student’s name. After reviewing the names, click
Next.

Last Name

Exclude Students

ame

Step 2: Review list of students included in the process.
To exclude a student from the process uncheck the corresponding box.

SKY201 / 01 Prd:2 ADVANCED GRADING

First N MI

Drop Lowest Score Process
Grade Bucket: SW1 - Term 1 in Grading Period 1ST SIX WEEK

Date Range: 08/25/14 - 10/03/14

Students enrolled
Grad Year

o B

Next

Back

2RLD

SN ER] S & S8 S] S

4. Review the assignments that can be included in the Drop Lowest Score process. To exclude an
assignment or category, uncheck the box next to it. If you uncheck a category, all assignments attached
to that category will be unchecked. After excluding the assignments, click Next.
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Exclude Assignments
Drop Lowest Score Process
Grade Bucket: SW1 - Term 1 in Grading Period 1ST SIX WEEK

Step 3: Review Categories and Assignments included in the process.
To exclude an assignment or category from the process uncheck the corresponding box.

Bypass rounding percentage validation when determining what low scores to drop

Categories & Assignments

Date Range: 08/25/14 - 10/03/14

Next
Prev

Back

Due Date Description Weight Max

v

v
HW1 1 100.00

v
Quizl 1 100.00

v
Testl 1 100.00

5. Review the Special Codes to determine whether assignments with these Special Codes should be

included in the Drop Lowest Score process. Uncheck the box next to the code to exclude it from the

process. After verifying the Special Codes, click Next.

Exclude Special Codes

Drop Lowest Score Process

Spedal Codes

Code Description
Late, 50% cr

¥ 11E

No Count _ Missing

Next

Grade Bucket: SW1 - Term 1 in Grading Period 1ST SIX WEEK Date Range: 08/25/14 - 10/03/14 £
Prev

Step 4: Review list of Special Codes included in the process. Back
To exclude an assignment from the process that is marked with this code, uncheck the corresponding box. >

| XT Extra Time

Note: This screen will not appear if there are no Special Codes

set up.

6. Review the students and their assignments that will be dropped. You can still uncheck a student from
the drop process by unchecking the box next to the student’s name. After verifying the assignments

that will be dropped, click Process Drops.

< Drop Lowest Score Process o My Print Qu
. . X Drop Lowest Score Process Process

Grade Bucket: SW1 - Term 1 in Grading Period 1ST SIX WEEK Date Range: 08/25/14 - 10/03/14 Drops ‘——
Final Step: Review assignment scores that wil be dropped for each student. Prev

Click the "Process Drops” button to automatically place a "*AD" in the Special Code and mark score as No Count. P

To exclude a student's assignment from the process uncheck the corresponding box. Bac
These are the scores that will now be set to dropped with this process.

Due Special
Student Date Cat Description Code Weight Max Score % Grd

[V] 2ARONSONSCR, KRYSTINA 05/10 DAIL Music Plan 1.00 100.00 87.00 87.00 B =
|¥| ADUSCR, SADIE 05/08 On L Cnline Assignment 1.0 50.00 F
[¥] 2DUSCR, Simon 05 CLAS Page 113 Musi or 1.0 0.00 F
[¥] DAWSSCR, FELICR Page 113 Music Theor 1.0 75.00 C
[V] MAYEDASCR, CHARLESETTA ) C
[¥] REISCESCR,GARY LIE 00 C
e s - 2000 s
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Undo Drop Lowest Score

1. Select Drop Lowest Score from the Display Options drop-down list.
2. Select Undo Drop Lowest Score

SW6 - Term 6 04/13/15 - 08/10/15 —» Undo Drop Lowest Score

Verify the students and assignments for whom current drops will be undone. You are able to see the

Undo Drop Lowest Score Process {
Undo Drop Lowest Score Process Process

Grade Bucket: SW6 - Term 6 in Grading Period 6 TH SIX WEEKS Date Range: 04/13/15 - 08/10/15 | | ,DC;‘;;);
Final Step: Review assignment scores that will be 'undropped’ for each student. Back

Click the "Process Undrops” button to automatically remove the "*AD" from the Special Code and unmark the

score from No Count.

To exclude a student's assignment from the process uncheck the corresponding box.
These scores have been previously dropped. They will now become ‘'undropped’ with this process.

Due Special

Student Date Cat Description

Code Weight Max Score

05/20

\I\'\

Grade Discrepancies

Occasionally, grade discrepancies will occur. This is especially true with students who transferred into
your classroom after the first day of school. You MUST have all terms (six weeks) visible in your display
options, or you will miss seeing these discrepancies. Discrepancies will appear in BOLD under the
heading Report Card in the gradebook. There are several reasons why grade discrepancies occur, but
in every case they must be corrected before the close of the window at the end of each term.

Reasons Grade Discrepancies Occur

There are several reasons why you might see a grade discrepancy. One reason is that you requested a
grade change and entered new data that has not yet been “accepted” by the office. If that happens, notify
your campus Report Card Coordinator.

Another reason for a discrepancy could be that the office entered a grade manually for a student who
either transferred to WISD or who received a grade at another campus (such as DAEP) or from another
teacher at your campus, and you have not yet accepted that transfer grade into your gradebook
Semester and final grades are not calculated from the office records, but rather from the teacher’s
gradebook. Therefore, it is imperative that these records are accurate and that both the office
records and the gradebook records match identically. The only time it is acceptable to have a grade
discrepancy is for a Progress Report grade that will not adversely impact a student’s UIL eligibility.
Those should be ignored. However, ALL Term discrepancies must be cleared up before the end

of each cycle.

A IMPORTANT****IMPORTANT****IMPORTANT****

We recommend that you not hide previous SW term grades in your gradebook. If previous terms are
hidden, you will not see grade discrepancies. You may hide all previous assignments and Progress Report
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periods but do not hide SW term grades for ANY previous terms. Students come and go throughout the
school year. Grades from their previous school(s) will be recorded in the office as they are received.

As grades are entered in the office, a discrepancy will appear in your gradebook. You must add that grade
to your gradebook in order to correctly calculate a semester and final average.

Once a grade discrepancy is discovered, you must take certain steps to accept that grade into your
gradebook. You'll see this discrepancy in a “Report Card” column with a BOLD grade to mark the
difference, as seen below. If you've entered grade adjustments previously, you’ll also see a Grade
Adjustment column (also shown in example below)

o Main Screen
Other Access v Classes v | Assignments v Attendance v = Categories = Gra
Term SW5 SW5
Grade Optionsw | Grade | Report
FIN v Adjust Card
Sort By %
Students
1 M BRANS RICHA 100100.00%| 100
2 F CLINT HILLA  mew| *95
3 M JOBS STEVE 95 94.80%| 95
4 M LINCO ABRAH 90 90.00%| 90
9 'k MAYER MARIS 85 85.00%] 90 4.50
6 F MERKE ANGEL 80 80.00%)| 80

Options for Accepting Previous Grades for New Students

Students will likely enter and leave your classroom throughout the school year. Those entering your
classroom may be new to the district, they may be new to your class, or they may simply be transferring
from one section of your class to another.

In Skyward, there are 5 different ways of getting previous grades into your gradebook. The circumstances
under which the child is entering your class will determine the best method of entry for previous grades. For
most instances, Option 3 is the best option.

It is imperative that every student have a grade in your gradebook for every term, regardless of when they
entered your classroom. Without a grade in every term, the semester and final averages WILL NOT
calculate correctly. Leaving blank grades will also cause grade discrepancies.

Grade discrepancies MUST be cleared before the end of each and every cycle.

There are 5 different options for getting scores entered into your gradebook. All 5 options, and the
best time to use them, are discussed below
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<4M New Student fC{ My Print Queue 4 Back

New Student
"o S was added to this class on Tuesday, October 7 2014

Do not display NEW by this student's name.

Transfer Scores
Option #1 - Auto-Transfer Scores from Dropped Section of this Course Option not Available

has not dropped any sections of this course

Option #2 - Transfer Assignment/Term Scores From Another Class Manually Transfer Scores

Choose this option to manually transfer or enter | assignment and term grades ¥ | based on one of 7 other classes

Use Another Class: Not Selected (Select Another Class)

Option #3 - Manually Enter Term Scores Manually Enter Scores

Choose this option to manually enter term grade percents for closed arading periods

Option #4 - One-Click Transfer Term Percents from Dropped Section of this Course Option not Available

There are no term percents that may be transferred

Option #5 - Enter a Starting Grade Percentage for the Current Term Enter a Starting Grade

Option 1 - Auto-Transfer Scores from a Dropped Section
It is recommended that you DO NOT choose Option 1 unless a student is transferring from another section
of your class and your assignments are exactly the same for both sections.

Option 2 - Transfer Scores from a Dropped Class

This can be used when a student transfers from one course to another if you want to move those grades.
One example would be transferring grades from a dropped athletics course into a PE course. Another
example would be transferring grades from a dropped Pre-AP Math course to a Regular Math course. You
will need to decide if this is a good fit for your needs. If you choose Option 2, please DO NOT choose the
option to transfer “assignment and term grades.” This will cause grading problems. Choose “term grades
only” from Option 2 when this option is used.

Option 3 - Manually Enter Term Scores

This option will be used most often with students transferring from another district or another campus
within the district. You will use this option to “copy” the term grades from the office into your gradebook
so that they can be calculated into the semester and final averages. It can be used for most instances, and
will probably be your first choice in many cases.

Option 4 - One-Click Transfer Term Percents from a Dropped Section

This option allows you to do a “one-click transfer” from dropped sections. This is best used when a student
moves from one section to another of the same course. You will see the dropped section, the term and the
score that will be transferred. If you are not comfortable with this method or not certain that it is accurate,
you can use Option 2 or 3.
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Option 5 - Enter a Starting Grade for the Current Term
If a student enters your class in the middle of a SW period, you will need to do a combination of things. You
will need to enter previous term grades using Option 3 or Option 4.and you will need to use Option 5, to
enter a “starting grade” for the current term when they transfer in the middle of a SW period. These may
be coming from another classroom or from another school. With this option, you enter a starting grade for
the current term, and the system will fill in that grade in all blanks in your gradebook from the beginning
of the current cycle until the student’s enrollment date. For example, if you are in Week 3 of the current
term and you have already entered 7 tasks for that grading cycle, you can enter the student’s withdrawal
grade using Option 5, and the system will enter that withdrawal grade into the blank cells for the previous
7 tasks. This saves you from entering the withdrawal grade into each individual task.

Accepting Previous Term Grades for New/Transfer Students

When you receive a new student in your class, the office will enter grades for previous terms once
they arrive from the sending school. When these grades are entered into Skyward, a discrepancy in
your gradebook will occur. Gradebook discrepancies must be checked and cleared before the end of
each six- week grading cycle. When new students enroll into your class, you must take the following
steps to get his/her previous term grades into your gradebook so that semester and final grades

calculate correctly:

Scenario - Student is new to campus/district 1. Click
the yellow NEW button beside the student’s name.

~ Main Screen

Other Access v Classes v Assignments v Attendance v | Categories = Grade Marks = Posting +

Term SW5 SW5 Test5 Quiz5

Grade Optionsw | Grade | Report | W32-W | W32-M

AN v Adjust | Card | 04/01 | 03/30

Sort By % oo | 100

Students ] 87.08 87.08
1M BRANS RICHA 100100.00%) 100 100 100
2 F CLINT HILLA NEW *95 7 "
3 M JOBS STEVE 95 94.80%] 95 95 95

Note: If the New button is not visible, you will need to click on the student’s name. It will take you to

another screen where you can click on the New Student tab seen in the following picture.

Assignments
|

Special Codes| Teacher's Log || Edit Current Term | Edit Other Terms v|| Reports v

Scores
|

2. Choose Option 3 to manually enter term scores. As previously discussed, this option will be used
most often and will allow you to enter term scores for previously completed terms. This option will

not include any individual tasks, just final term scores. This is what you will use for brand new

students who have term and/or semester scores entered in the office.
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Transfer Scores
Option #1 - Auto-Transfer Scores from Dropped Section of this Course

has not dropped any sections of this course

Option #2 - Transfer Assignment/Term Scores From Another Class

Use Another Class: Not Selected  (Sslect Another Class)

Choaose this option to manually transfer or enter | assignment and term grades ¥ | based on one of 7 other classes

Option not Available

Manually Transfer Scores

Option #3 - Manually Enter Term Scores < Manually Enter Scores >

Choose this option to manually enter term grade percents for closed grading periods

Option #4 - One-Click Transfer Term Percents from Dropped Section of this Course

There are no term percents that may be transferrad

Option #5 - Enter a Starting Grade Percentage for the Current Term

Option not Available

Enter a Starting Grade

The following screen will appear:

Enter Term Grades for Class SKY201 / 01

Save Term/Exam Grades
and Enter Semester Grades

Temm | Arnt | Curent Rebort | pimenc | Ne | p, Mo
SW1 95 - %
SW2 97 - %
Sw3 98 ey %
EX1 98 Exam Score: 0| / 100 points
SM1 97 %
Sw4 95 55 %
SW5 96 i %
SWé6

Note: The Report Card column indicates the grades that are recorded in the office. The Current Grade
column indicates the grades that are recorded in the gradebook. In the example above, there are no
grades recorded in the gradebook for SW Terms 1-4 or for Semester 1 or Semester 1 Exam. If this is not
corrected, none of the existing grades listed will be calculated into the final grade.

3.  Inthe blanks in the New Percent column, enter the grades that are present in the “Report Card”

column so that the Report Card Grade is brought into the gradebook as a whole number. (You will

not be able to enter a grade for SM1. That process will be available on the next screen.)
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Enter Term Grades for Class SKY201 / 01
Term | Current | Current | Report mn—);nt New\ New
Grade | Percent | Card ] Grade \‘ Percent
7
SW1 95 95.00% | 95 ooy 95.00%
SW2 97 97.00% | |97 o 97.00%
SW3 98 98.00% | |98 o 98.00%
EX1 98 Exam Score: 98| / 100 points
SM1 97 %
SwW4 95 95.00% | |95 oo 95.00%
SW5 96 96.00% | |96 oo 96.00%
SW6

Save Term/Exam Grades
and Enter Semester Grades

4.  After entering all missing grades, click the “Save

Term Grades and Enter Semester Grades” button.
5.  Enter the calculated semester grade and click the “Save Semester Grades and Finish” button. (If you

do not want to enter a semester exam score, you MUST delete the zero that is in the box by default)

Save Term/Exam Grades
and Enter Semester Grades

Enter Semester Grades for Class SKY201 / 01

Tem | et | Currnt | Repert | austment | Net, | e
SW1 |95 95.00% | 95 95.00% | 95 95.00%
Sw2 |97 97.00% | 97 97.00% | 97 97.00%
SwW3 |98 98.00% | 98 98.00% | 98 98.00%
EX1 (98 98.00% (98 Exam Score: 98| / 100 points
SM1 97/7 5 97)%
SW4 |95 95.00% | 95 95.00% | 95 95.00%
SW5 |96 96.00% | 96 96.00% | 96 96.00%

Save Semester Grades

and Finish

!

Note: - For classes/campuses that do not give semester exams, there will not be a box for

the Exam Score. Everything else will look the same.

6.  Youwill then be returned to your gradebook. The discrepancies will no longer be visible in BOLD and
the NEW button will be removed. There is no need to request grade change or notify the office. This

completes this process!

Note: You cannot simply enter an SM1 grade in the gradebook without entering grades for SW1,
SW2 and SW3. SM1 is a calculated grade so all three SW1-3 terms must be entered. If you only have
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a semester grade, enter that same grade into the SW1, SW2 and SW3 buckets so that it will calculate
in your gradebook properly.

Note: Turn off the new button. Once you have entered scores for all previous terms, you will probably

want to “turn off” the NEW button. To do that, click the NEW button once again, CHECK the box indicated

below, and close the window. The NEW button will disappear.

New Student
- W was added to this class on Friday, July 31 2015

¥! Do not display NEW by this student's name.
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Sample Reports

How To

(‘ m— MEMORIAL H S Puew Tutony
L] ACCES S phen Taacher: M M. Cass: £ " @ Custarmee Access
Home Page | My Gadiodk | Main Screen Sy Prot Quse Back
Other Access v | Classes » ments +| Atiendance « - Scoring| &
Term Announceme | Course Sl | Weekdy Pla
Grade Q02012
B W m | o
Sortgy te %6.00 %.00 79.00
1 B 12 2193 | 99 99.00%| 20} 200 100 100 99 200] %0 10
2 12 226 | 92 92.00%| 90} 200 <0 100} 92 200) 100 3
3 11 48 2145 | 100100.00%| 100 100) 100} 100} 100 100] 100) 10
4 11 0019 |97 97.00%| 90| | 100} 100{ 97 100) 100) 10c
g 12 $323 | o7 o7.00%} 100) | 100 0] 97 100 5 3
3 11 2116 | 91 91.00%) 80) 0| 20 100{ 91 100) 100 &
7 11 . 5552 | 100 100.00%| 100) 100) 100) 100} 100 100] 100) 10
18 11
s 11 MEMORIALH S ' Pratererces | Sonout | |7
1w 12 - B
Home
< Main Screen Py Pt Cunan 4Back
Other Access » C S v Assgnments v Atendarce v Catsgores (radeMarks  Postngw Repixts »  Charts »  Display Options v Quikk Scorng. Export
Weekly Les | Weerly Pl | Jarury B | Armouncems | BRA Weskly Pl | €24
QUGR012 | QU012 | Q1182012 | Q12 e QRUBR01Z
ww wWw X AGN wWw
100 100 100 100 100
tudents 90.00 94.50 97.00 .00 100.00
1 12 . 9 %.00%) | 200] 100 200| 99 |
2 8 12 | s2_s200% 0| 100} 0| 100] 82 g
3 & um 100 100.00%) 100| 200] 100 100] 100 B
L 8 1 97 97.00% 0| <l 100 100] 97 100}
s 8 12 97 97.00%) 100] %0 100) | 97 ’
e & 1 91 9100%) 20| 0, % 100] 91 *
7 & 1 100100,00%) 100| 100] 100) 100] 200 |
< 11 92 92.00%) 0| 100} 90| 100| 62 >
b & 1 98 97.50%) 79 100 100{ 98 g
108 12 - 9 99.00%) % 100] 100) 100] 99 g




Skyward
Reading a Grade Differences Report

The Grade Differences report shows if discrepancies exist between Gradebook grades and posted (Report
Card) grades. This document shows the different types of Grade Differences and recommends how to resolve
them.

Example - No GB (Gradebook) Grades but there are Posted (Report Card) Grades

1gbrpt22.p 24-2 ROBERT R VELA H S 2015 04/25/15 page:2
05.15.02.00.02 Grade Differences Report for 4TH SIX WEEKS 7:31 PM

Teacher Name (Last, First Middle)
Term GB Posted # Cng Posted Posted

Class Student Grade Grade Grade Assm Completed Date Time Posted By
Teacher Name
0013/02 Student Number One SW4 70 04/09/15 3:50 pm Office Staff
0013/02 Student Number Two SW4 79 04/09/15 1:02 pMm Office Staff
0043/02 Student Number Three SW4 96 04/09/15 4:04 pMm Office Staff
0043/02 Student Number Four SW4 100 X 04/10/15 9:02 aM Office Staff
A

Grade in Grade
Teacher's posted on
Gradebook Report Card

To add posted grade(s) to your gradebook:
1. Transfer Report Card Grades using the New Button - Option 3

Example - There is a GB (Gradebook) Grade but No Posted (Report Card) Grade

1gbrpt22.p 24-2 ROBERT R VELA H S 2015 04/25/15 Page:7
05.15.02.00.02 Grade Differences Report for 4TH SIX WEEKS 7:31 PM

Teacher Name (Last, First Middle)

Term GB Posted # Cng Posted Posted
Class Student Grade Grade Grade Assm Completed Date Time Posted By
BARBOSA, ANA
1303/04 BRITTINY VICTORIA SOLIZ SwW4 83
1403/01 DAVID ANTHONY DIAZ SwW4 79
1403/03 BRANDON ISAIAH GOMEZ SwW4 74
4 N

Grade in Grade
Teacher's posted on
Gradebook Report Card

To post the GB Grade(s) to the Report Card:
1. Complete the Grade Change Request process through Skyward




Example - GB (Gradebook) Grade and Posted (Report Card) Grade do not match

1gbrpt22.p 24-2 T & A 04/25/15 page:1
05.15.02.00.02 Grade Differences Report for 4TH SIX WEEKS 7:31 PM
Teacher Name (Last, First Middle)
Term |GB Posted|# Cng Posted Posted
Class Student Grade |Grade||Grade Assm Completed Date Time Posted By
Teacher Name
5833/01 Student Number One SW4 80 82 02/13/15 11:29 AM 02/04/15 9:46 BM Teacher Name
Vi N\
: Grade in Grade
Teacher's posted on
Gradebook Report Card

If the GB Grade is correct:
1. Complete the Grade Change Request process through Skyward

-OR-

If the Posted Grade (Report Card Column in your Gradebook) is correct:
1. Transfer Report Card Grade using the New Button - Option 3




Skyward
Grade Proof Sheet Report (SAMPLE)

The Grade Proof Sheet Report lists the grades that teachers have posted for their classes. Posted Grades are
grades that will be printed on Report Cards and Transcripts (high school).

Teachers should use Grade Proof Sheet reports to verify that the grades shown on these reports match the
grades in their Skyward Gradebook classes. Only posted “report card” grades display on this report.

Date 04/26/2015 Page 20
Time 15:46:01 Ref# 20.1

Course 1053 Teacher Bldg Room Terms Pd Days
Section 05 Length YEAR 006 301 01-06 08 MTWRF
Teacher

Gr SW1l Sw2 SW3 EX1 SM1 SW4 SW5
StudentNumberOne: $%a5 & SEeH & Yeney Sore Veer 10 (74 ) (86 ) (88 ) (80 ) (82 ) 7

(***) (*** * k% *** ***

student NUmberTWO! & i & S0 & Yool Foees ¥eoae 11
Student NUmber ThIee .« « v e v e sueennnn /((72 ) (87 ) (93 ) (90 86 89 \73\

Asteriks note when a student ws not ** END OF CLASS ** Student Number Two
scheduled in a class. Student Number is missing grades for
Two is scheduled only for second SW4 and SW5

semester of this year long class

Missing Grades on Grade Proof Sheet Report

In this sample report, Student 2 is missing Report Card grades for SW4 and SW5. The teacher needs to enter
grades for SW4 and SW5 for Student 2 in their Skyward Gradebook. Since the SW4 and SW5 grading periods
are already closed. The teacher will need to complete the Skyward Online Grade Change Request process
through Skyward. (See the Skyward Online Grade Change Request handout for instructions on how to enter a
missing grade for a closed grading period)

Note: If the teacher already has grades for the student in their gradebook, but they are not showing on this
report, the teacher will still need to complete the Skyward Online Grade Change Request process through

Skyward. (See the Skyward Online Grade Change Request handout)

Missing Grades in Gradebook
If you see grades for a student on this report that you do not have in your gradebook. You can use the New
Button (Option 3) to transfer the grades for that student into your gradebook. (See the New Button - Transfer

Grades into Gradebook handout for instructions on how to transfer posted grades into your gradebook using
Option 3 of the New Button.)




Skyward
Grade Sheet Report

The Grade Sheet Report prints a spreadsheet-like display of the Gradebook assignments and scores. This
report can be used as a hard copy of the Gradebook. The report can also be run as a blank grid with the
student’s name displaying in the left-hand column of the report. The blank grade sheet report can be

generated using Skyward Templates 930, 940, and 950.

This document outlines how to print a grade sheet report using Template 800

1sogral3.p 39 ~owe 04/28/15 Page:1
05.15.02.00.00 Grade Sheet Report Eot 08/25/14 - 06/01/15 5:47 aM
Teacher: i e School Year: 2014-2015 Period: 1
Course: 1244 / 01 ENG II PAP ECHS Room #: 506
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
Assignment] FIN SM2 EX2 SWe PR6 SW5 PRS sSw4 Sw4 PR4 SM1 EX1 Sw3 SW3 PR3
Week/Day Grade Grade
Due Date Adjust Adjust
Categoxry
01. & i aid FEITRF——— >
(PR = W — £ 7
[oz. & 1 4
03— SR S g
LOS. oty Freer =T S 3
YR S === - L ird 9
- " 7 7
o5~ S s : 3
102, ; ot agiwa 8
BT S ﬁ::r.‘:; v~ 1
[ 11. = 3 7 00
— 9 Bz
it 0 8
= . 8.9083
s ] 2
- 2.00j50 S
3 9.3097 92
i 7 8
-~ e :
Shaiih E‘I 3
i
: I_ 92
>7—1
- lan 9
P 00
- 8
94
2 aspored =
' 96

How-To Print a Grade Sheet
Report




1. Login to Skyward
2. Click on Teacher Access

Skyward — Grade Sheet Report

3. Click on My Gradebook

4. Click
Grade Sheet Report

Home Teacher Access

<4}~ B Educator Access Plus Home

Jump to Other Dashboards

My Print Queue (]

Job Status
Grade Sheet Report Completed
Reset Dashboards Select Widgets
Disfrict News
No news to display
No favorites avaiiabie
Home Teacher Access
4@
- v Teacher Access
My Gradebook - MG P €
My Students - MS €
My Classes - NMC 1
Post Daily Attendance - DA ¢
Positive Attendance - PA LW
My Students With Disabilities - SD <

Home | Teacher Access

<. My Gradebook

Show Grades Posted Message

006 ROBERT RVELAHS

Dept  Subiject Terms Period Days Meet
ELA ELA 1-6 1 MTWRF
ELA ELA 1-6 2 MTWRF
ELA ELA 1-6 3 MTWRF
ELA ELA 1-6 5 MTWRF
ELA ELA 1-6 7 MTWRF
ELA ELA 1-6 8 MTWRF

Reports for All Classes » | |
006 - Secondary Gradebook
Attendance
y Summary Report by Class
| Gradebook
Grade Sheet Report
Assignment Listing - By Student
Missing Assignments
Progress Reports

Posting Status » |




5. Select the
800 Grade Sheet Report
template
&
6. Click Clone Template
7. Type a name for
the new template
&
8. Click Save
9. Select
Display Grades and

Assignments for Date Range

And change date range
Start: Aug 1, 2014
(first day of school)
End: June 1, 2015
(last day of school)

10. Click Save

Report Templates

All Classes - -
Report: Grade Sheet

Seq # Report Template Name

=3 My Print Queue 4 Back

Print

3 : Export to Excel
Curr Term;No ID;Assign; Max; AvE, Term Marks;%;Leg on Sep Pg;10 Font;Sig

910 Curr Term;No fD,Assgn,Max,A»e,Term Marks;%;Leg on Sep Pg;12 Font,Sp Add 2 new Template
920 Curr Term;No ID;Assign; Max;Ave; Term Marks;%;Leg on Sep Pg;14 Font;Sig = e o
930 Curr Term;No ID;Assign;Legend-Sep Pg;10 Font;No sig View parameters of Template
940 Curr Term;No I1D;Assign;Legend-Sep Pg;12 Font;No sig Clone Template
950 Curr Term;No ID;Assign;Legend-Sep Pg;14 Font;No sig
960 Curr Term;Blank Grade Shest; 10 Font Select Different Classes
0370 L - # Dlonl Seade Choct 17 Cont

Report Templates

Clone Report Template 800 - Grade Sheet Report.

Sequence #: 10

l‘:ﬂ, My Print Queus 4 Back

Report Template Name: k.‘,rade Sheet Report End of Year

<

Grade Sheet

Assignments
Display Grades and Assignments

¥ Display Grades and Assignments
Start: FE¥|(Aug ¥ |
Options
Student Options:
| Show Student Name
| Show Student ID

Sort Students:
® Use Gradebook Sort Order
Random

25 V| €014

Number of Assignments per Page: 15

Select Parameters for Grade Sheet Report

10 - Grade Sheet Report End of Year

for Term

Current Term : 04/13/2015 - 06[01/2015 X

for Date Range

# Mon, Aug 25 2014
# Mon, Jun 1 2015

Assignment Options: Term Options:
Show Assignments # Show Term Grade Marks
Show Max Score Show Term Grade Percent
Show Average Score ) )
Show Absent Indicator Special Code Options:
Show All
Assignment Legend Options: Show as Gradebook
Show at Bottom of Each Page ® Show None
Show on Separate Pags ) )
® Don't Show at All Other Display Options:
FontSze |10 ¥
Show Signature Line

Number of Students per Page: 43

=4 My Print Queue 4 Back

Save «

Undo
Back




11. Select the new template
&

. . Seq # Report Template Name

12. Click Select Different Classes
800 Grade Sheet Report
900 Curr Term;No ID;Assign; Max; Ave; Term Marks; %;Leg on Sep Pg;10 Font;Sig
910 Curr Term;No ID;Assign; Max; Ave; Term Marks; %;Leg on Sep Pg;12 Font;Sig
920 Curr Term;No ID;Assign; Max; Ave; Term Marks; %;Leg on Sep Pg;14 Font;Sig
930 Curr Term;No ID;Assign;Legend-Sep Pg;10 Font;No sig
940 Curr Term;No ID;Assign;Legend-Sep Pg;12 Font;No sig
950 Curr Term;No ID;Assign;Legend-Sep Pg;14 Font;No sig
960 Curr Term;Blank Grade Sheet;10 Font
2970 Curr Term;Blank Grade Sheet;12 Font
280 Curr Term;Blank Grade Sheet;14 Font

Report Templates

All Classes - = “o
Report: Grade Sheet

=3 My Print Queue

Print
Export to Excel

Add a new Template
Rename Template
Modify parameters of Template
Delete Template
Clone Template

Select Different Classes

Class Selection = My
13. Select the classes that you —
. . For 08/25/14 - 06/01/15
wish to print the report for — -
Selact All Clear All \
— Terms Period Class Description Print
14. Click Print 2| 1-6 1 1244 /01 ENG II PAP ECHS Back
v 1-6 2 1244 /02 ENG II PAP ECHS
v 1-6 3 1223 /08 ENGLISH II PAP
v 1-6 5 1323 /03 ENGLISH III PAP
v 1-6 7 1323 /04 ENGLISH III PAP
4 1-6 8 1323 /05 ENGLISH III PAP
My Print Queue
15. The repot will be sent 3| Prist Quene for s
. Date w Time| Report Description Class Wait List # Status 3
to the Print Queue 1Queved [
©84/28/2015 Tue 5:42 AM Grade Sheet Report 1244/01 ENG II PAP ECHS (5 more...) Completed (




16. When the print job is
Completed

17. Click Display Report

18. Save or print the
Grade Sheet Report(s)

My Print Queue h 12

&= Print Queue for Sus fusss &) & | vew
Dste w Time Reporx Des.r‘pbm Class Wait List # Status Time Formst |{ ||__Delete
| _04/28/2015 Tue | 5:47 AM| Grade SheetReport __________[1244/01 ENG II PAP EOHS (5 more...) | Completed [TRTCI N -
04/28/2015 Tue 5 42 AM Grade Sheet Report 1244/01 ENG II PAP ECHS (5 more...) Completed  00:00:33 PDF

Report Finished Processing

The report Grade Sheet Report has finished processing.

_ Display Reazn,,‘E

79 2

81.7

&
o

80 00

1sogral3.p 39 — . . e 04/28/15 Page:1
05.15.02.00.00 Grade Sheet Report for 08/25/14 - 06/01/15 5:47 aM
Teacher: & iid School Year: 2014-2015 Period: 1
Course: 1244 / 01 ENG II PAP ECHS Room #: 506
1 2 3 1 5 6 7 8 9 10 11 12 13 14 15
Assignment] FIN | sM2 [Ex2 |swé |PR6 |sws |PRS [swd4 |sw4a |PR4 [sM1 |EX1 [sSw3 |sw3 |ER3
Week/Day Grade Grade
Due Date Bdjust] Rdjust]
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Skyward
Attendance Report by SW Term

Step 1. Log on to your Skyward account

Step 2. Click on Teacher Access and Select My Gradebook — MG

77 . WYLEISD

SKYWARD @

Teacher Access

~ Teacher Access

My Gradebook - MG

My Students - MS

My Classes - MC

Post Daily Attendance - DA
Positive Attendance - PA

My Students With Disabilities - SD

i i g o i 4

Step 3. Click on Reports for all Classes and Select Summary Report by Class under Attendance

S{Y WARD CAMPUS NAME

Accouni

Home | Teacher Access

| My Gradebook @

Posting Status »

Reports for All Classes »
047 - Secondary Gradebog
{ Attendance

047 HARWELL MIDDLE SCHOOL

Dept  Subject Terms Period Days Meet
1-6 MTWRF 600!

MTWRF 6667

MTWRF 6661

Gradebook

1
1-6 2
1-6 3 X
1-6 5 MTWRF go1]  Orade Sheet Report
1-6 5 MTWRF 6697 Assignment Listing - By Student
1-6 7 MTWRF 6693 Missing Assignments
1-6 8 MTWRF 6661 progress Reports
1-6 9 MTWRF 6663

Progress Detail

Step 4. Select the 900 Current Term template and Click on Clone Template




Report Templates

&5 My Print Queue 4 Back

All Classes - # o @
Report: Attendance Summary by Class

Seq # Report Template Name

Print
___Add a new Template
Wew parameters of Template

Clone Template

Select Different Classes

Step 5. Type in a name for the new report template, Click Save

Report Templates

&5 My Print Queue 4 Back

Clone Report Template 900 - Curr Term.

Sequence #: 110 ‘ / \ Sav

Report Template Name: |Attendance Report]

Step 6. Select any options that you want your report to include

Step 7. Select the Six Weeks Term that you want to print your Attendance Report
for from drop-down Step 8. Click Save

Attendance Summary by Class

&5 My Print Queue 41

Attendance Summary Report By Class
10 - Attendance Report

Report Ranges @ @
¢ Display Attendance for Term 7 7 / P .
Current Term : 04/13/2015 - 06/01/2015 ¥

Undo
Display Attendance for Date Range Ba "k
Start: FE¥| May v |[08 ¥ | 42015 |¥Fri, May82015 aC
End: FE¥| May v |29 v | 42015 | #Fri May 292015
Absence Types
Options
1d Display:
® Student ID
Internal ID
Name Key
None

Print for Class Scheduled Days
Show Entered Attendance Only
Print multiple meets as one class

Step 9. Select the new template and Click on Print, this will send the report to the Print Queue and
once your report is ready you can save it or print it.




Report Templates &= My Print Quaue

All Classes - @9
Report: Attendance Summary by Class .

Seq # Report Template Name Print

900 Curr Term Add a new Template

Rename Template
Modify parameters of Template
Delete Template
Clone Template

Select Different Classes

NOTE: If you are printing the report by Six Weeks, you will need to select the report and Click on
Modify parameters of Template to select a different Six Weeks grading period, Save, and then Print it




