Skyward Quick Reference Guide

1. Skyward Educator Access:  Logon to Skyward using your first letter of your first name and last name (i.e. bpatti), and your e-mail password.
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2. Access through Campus Home Page: When at school go through your FME home page, click on Skyward Teachers button on the home page or the desktop shortcut. [image: image2.jpg]FME Home  Windows Internct Explorer
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3.  When at home you must go to through the District home page http://www.clintweb.net to access Skyward.  Click on the Employees tab and scroll down to Skyward Employee Access. 
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You must have Internet Explorer 5 or higher


You may use Firefox 2 or higher

Adobe Acrobat Reader is a must

5. Once you have logged onto Skyward you will see your Home screen.  The left side of screen is where you need to go to work.


My Gradebook

My Attendance

My Student Info

View Tutorial
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6.  When you click on My Gradebook you will see where you can access your subjects to enter grades.
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7. You will need to remember to use the BACK button and the APPLE, (which are located on the left and right side of the screens),  to move around.  (Do not use the to close out; it will affect the data you have entered and may not save your grades).  [image: image6.jpg]
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8. PR1, PR2, etc. = Progress Report, (1, 2, etc.)  [image: image8.png]
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SW1, SW2, etc. = Six Week, (1, 2, tec.)  [image: image10.png]Swi1
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SM1, SM2 = Semester 1 and Semester 2 [image: image12.png]
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            YR = Year averages [image: image14.png]5|
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Click on My Student:  You will see a list of your students; double click on student name to see their student/family info.

10. Alert Info. will provide different critical info about students will be coded to know how to id. (See Alert Info. Drop down box). [image: image16.jpg]



11. Click on the Apple icon on the top left to go back to your home page.  Select Post Daily Attendance link:  [image: image17.jpg]Skyward Educator Access Plus - Windows Internet Explorer
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12. You must POST ATTENDANCE DAILY AT 9:50 (there is a bell to remind you)

You must click on POST to make sure it is done.  The system defaults to present   unless you change it to absent


DO NOT CLICK ON ANY TARDIES.  SEND STUDENTS TO OFFICE FIRST.

You can make seating charts if needed.

13. My Gradebooks:  Standards Gradebook is for PK and Kinder



     Secondary Gradebook is for 1st-12th Grades

Standards Gradebook, (PK and Kinder):  It has been created to resemble your report   card and its components.  You will still use grade marks 1,2,3,4 for each skill and its mastery.  You must SAVE grades for system to keep.

Secondary Gradebook, (1st – 12th grades):  Category for each type of grade; weight   assignments are as follows:  Daily Work 40%, Homework 20%, Tests 40%.  Every assignment you create will use one of these categories.
14.  To add Assignment(s) click on My Gradebook on the Home page.  On the next page select the subject you would like to enter assignments and grades, such as Reading, Language Arts, etc. [image: image18.jpg]Skyward Educator Access Plus - Windows Internet Explorer
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15. Under Assignments Tab click Add Assignments.  [image: image19.png]Add Assignment
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17. In the Show Assignment Score drop down box select, Score to keep the grades as numbers, Check to put a check mark, Percent to change the grades to percentages, and Grade Mark to change the grades from numbers to “P”, “F, and for some grades that need to be E, S, N U.  [image: image21.png]Show Assgnment Score As: |
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18. When you are finished you must click the SAVE and BACK button.  If you want to add other assignments click the SAVE and ADD Another button.  If you want to add the grades click the SAVE and SCORE button.
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19. A special option is the Teacher Log:  It allows you to keep notes on a child and their progress. (caution:  it is documentable information)  The teacher is the only one who can see.  Comments are available to teachers for each student.  There are 9 canned options available or you can input your own 
20. Toolbars:  Across the top in brown there are different Tabs for different functions.  [image: image23.png]Other Access v | Classes v |Assignments »| Attendance v | Categories| Grade Marks| Posting » | Reports » | Charts v | Display Options | Quick Scoring| Export |





TABS:  Other Access, Classes, Assignments, Attendance, Categories, Grade Marks, Posting, Reports,  Charts, Display Options, Quick Scoring, Export.

Display Options:  Allows you to change certain views of info. [image: image24.png]| Display Options v| Quick Scoring| Export | _
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Reports:  Allows you to run a host of data concerning your students.  [image: image25.png]Reports v | Charts v |Display Options +|Q
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Posting:  Allows you to post comments to the Progress reports and Report Cards.  You will need this when you do 3 week reports and 6 week reports.  [image: image26.png]Posting v | Reports v | Charts v |Display
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21. Do’s and Don’ts:  When Posting is due, YOU will complete this on time. There are



     consequences (PDAS) if you don’t.   Posting will open on Friday

a.m. and close Sunday at midnight.  If you are not finished posting grades  the window will close.  You will need to Request a Grade Change from Skyward post your grades and then let your administrator know so the grades will be accepted.  Any grade changes you requested that have not been accepted by the administrator will not be transferred to the student’s report cards.

You will have only 1 hour to complete any grade changes.





The principal has the final word.





The Office will run 3 week and 6 week reports.





Printing is available option.  (Further training to come.)
