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Skyward 101 Essentials



Attendance- 
You can take attendance through Post Daily Attendance by using either Take Daily Attendance-By Name or the Take Daily Attendance-By Seating Chart. You can also take attendance by going to the Attendance tab in the Gradebook.
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**Note Teachers can view Alert legend that will show if students fall under different categories. They can also use different options to change the view and view additional information. 
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**Note Teachers can view Alert legend that will show if students fall under different categories. They can also show pictures if they are loaded and print out a seating chart if they would like (seating chart setup is on previous page)
	







Student Info + Discipline 
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After clicking on My Students, you will see a list of students currently enrolled in one of your classes. You will highlight the student for whom you want to view information and click on Select.
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The student’s info will load and teachers can now choose options to the left in order to view different student information (some things could be different due to configuration). Profile page will show student demographics as well as emergency contacts.  
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** Note other areas in the Student’s Info including Discipline tab may be different because of configuration. 












Gradebook
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This is the My Gradebook screen. From this screen, you are able to access all of your current classes’ Gradebooks along with those from any past years during which you used the skyward software. Classes will be grouped together based on the entity in which they are taught, so if you teach in multiple entities, your classes will be split into groups. Standards gradebook is the one you will be working with. 






Standards Gradebook
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**Subject: Select a subject from the drop-down menu. The subjects displaying are set up by the district administrator.
**Skill: Select a skill from the drop-down menu. The skills that appear in this area depend on the subject selected. 
Category: Select a category code from the drop-down menu. Note: The event category codes are maintained by the administration. The Category drop-down menu displays because of the district gradebook setup.
**Description: Enter the description of the event (maximum of 30 characters).Example: Spelling Test, Worksheet 1B
Detailed Description: Enter a detailed explanation of the event (maximum of 300 characters). The Detailed Description can be viewed within Family and Student Access. Click the icon to access a larger window for descriptive details. Example: Spelling Test covering household objects
**Assign Date: Enter the date the event was given to the students; it defaults to the current date. 
**Proposed Due Date: Enter the date you anticipate that the event will be due. You can enter future Assign and Prop
Use points to score this event: If flagged, you can enter the maximum value a student may receive for the event; extra credit should not be included in this number. The option to use points will depend on how the gradebook was set up by administrators. If you do not select to use points to score this event, you will subjectively score the students with a Grade Mark instead of numeric score. Depending upon the gradebook setup, you might not have a choice to use points. In this case, you will just see an option for Enter Max Points Possible.

** required fields 

** Also note that on the bottom of the ‘add event’ screen you will be able to add to other subjects/skills. 







Scoring Event
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** Note that some areas within your system may be different due to configuration. 
Updated 7-11-2014 
image3.png
Attendance - By Seating Chart
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Select Post Daily Attendance-By Seating Chart from the Post Daily Attendance screen.
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Al students default to present and you will need to select either Absent or Tardy for a
student. You can dlick the paper next to the attendance to enter an attendance note. The
comment is an

ional setting determined by the attendance setup for the entity. The
attendance will display in red until the Save button is selected.
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Offense - Select the offense for the discipline referral from the drop-down menu.
Location - Choose the location where the discipline issue took place.

Bus - If the issue occurred on the bus, select the bus number.

Date of Offense - Enter the date the discipline issue took place.

Time of Offense - Enter the time the discipline issue took place.

Comment - Enter any additional information related to the discipline referral.
Parent Notified - Select the check box if the parent was notified of this discipline
referral.
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+  School - Select the school where the discipline issue took place.
«  Officer - Select the discipline officer for the discipline referral. This field might not
display depending upon the configuration of the options for discipline.
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This is the Gradebook Main screen. From this screen, you can see the students, the events and
students grades for the class, and you can maintain the events and grades as well. The
Gradebook can be set up, reports can be run, and attendance can be entered for the day. The
details about all these tasks will be covered in upcoming sections of this guide.

From the Gradebook Main screen, you can also see the Subjects and Skills.
Subjects are the content areas you teach. The Subject columns in the Gradebook wil display
in color. Gradebooks can be set up with a single subject or multiple subjects, as displayed
above.

Skills are the individual concepts on which students will be scored. They are identified by the
colored diagonal lines on the Gradebook Main screen.

Any changes that need to be made for Subjects and Skills must be completed at the
administration level.
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Select Add Event from the Events tab.
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Scoring Events by Clicking the Score Cell
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The student’s score cell that you click on the Gradebook Main screen is the cell you will see on
the Score Entry screen. You see the Single or Multiple Skill Scoring for Event screen depending
‘upon the Event Display Option selected. If you have questions on the score entry screen, please
refer to the Single Skill Event Score Entry or Multiple Skill Event Score Entry sections of this
quide.
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Select By Name in Post Daily Attendance.
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Al students default to present and you need to select either Absent or Tardy for a student.
You may also see a third option that is determined and set up by the entity.

Cmt

e [save |

Comment: Sbing brought a notel

The Cmt allows you to enter an attendance comment; with the maximum comment length
of 30 characters. This option will depend on the attendance setup for the district.




