ELEMENTARY STANDARDS GRADEBOOK

If you have not yet set up Teacher Quick Access on your Skyward Home Page, after
logging into Skyward, choose Teacher Access then My Gradebook — MG
(Directions for setting up Teacher Quick Access are located at the end of this document.)
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Your classes will be listed. Find the Standard subject area you want to grade and click on
Standards Gradebook for that area.
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ENTERING GRADES:

The gradebook will open with the Subject and the Skills available for grading.

This example shows the subject areas for Characteristics of a Successful Learner — the
Productivity and Good Citizenship categories.

Grades can be entered either by Skill or by Student.



To enter grades by Skill — click on the skill name. This will open up another screen
where you can view the full description of the skill and enter scores for the entire class
for that skill. If you use the “tab” key after entering each grade, it will move you to the
next box to the right. If you use the “return” or “enter” key, it will move you down to
the next student.
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To enter grades by student, Quick Scoring is helpful. Click on Quick Scoring”.
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Click on the first box, enter the grade, tab to next box and enter the next grade. If you
use the return key instead of the tab key after entering, it will move you down to the
next student instead of across in the same student.

Continue until all grades are entered. To save the entered grades, click either SAVE or
SAVE AND BACK.
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ENTERING COMMENTS:

To enter comments for students, go back to the Main Screen in that subject gradebook
and click on Comments.
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You will then see the grading period that is currently open for grading and comment
entry. To enter comments, click on Post Comments.
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Grade Period(s) Open for Comment Posting
09/03/2013 to 11/26/2013 FALL Post Comments
This grade period is open to post comments.

Click the Post Comments link to enter comments for this period.

To view available comments, click on “View Comment Codes”. Simply enter the
comment number into the box, tab and continue onto the next. Your own comments
can be added by typing your text into the “Freeform” box. The text field holds up to
2000 characters. Please note - all the other comments are in CAPS only. If you want
them to match, type your freeform comment in caps as well. When finished adding
comments, click on Save then Back.
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PRINTING ELEMENTARY REPORT CARDS FROM TEACHER GRADEBOOK:

A sample of the report cards can be printed two different ways —

1. When you enter your Gradebook, click on Reports for All Classes, then Standards
Report Card.
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1-3 2 MTWRF 41CHAR / 13 CHARA Summary Report by Class
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Standards Report Card

Please note — a report card will only print after you have logged into each of your
subject Standards Gradebook. It kind of “wakes up” your Gradebook. Otherwise,
printing from here will give you nothing.

Next click on Standards Report Card

2. Report cards can also be printed from inside each gradebook by clicking on the drop-
down menu for Reports and choose Standards Report Card.
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There will be three 900 sequence number templates. DO NOT USE THESE!

Click on Add a new Template.
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Name the new template “Tri 1” and click Save.
Add a2 new Report Template for the Standards Report Card Report.

Sequence #: 10 Save

Report Template Name: Tri 1| Back

The next screen that comes up will show the three different grading periods. It defaults
to whatever the current termis. Click on T1, then click Save.
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The Tri 1 template name will now display in your list of Report Template Names.
Make sure Tri 1 is highlighted, then click Print. Go to your Print Queue to view them and
then print if needed.

Seq # Report Template Name Print

To print report cards from subsequent trimesters, follow printing directions above but
create a new template and choose the correct term.

**If you need to make grade changes after the grading period has closed but before
report cards have been handed out, please contact your building secretary/registrar.

***Note: Whenever working in Skyward, use the BACK button when available. Do not
close a window by clicking on the red circle in the upper left hand corner of a Mac or
“x” on right corner of a PC. This does not close out your programs correctly and can
lead to possible issues later.




IMPORTANT ADDITIONAL STEP FOR ELEMENTARY REPORT CARDS FOR
TRIMESTER GRADING:

Once the trimester has actually changed, the current trimester may be what shows in
your gradebook. If so, you will need to change the gradebook display to show the
previous trimester(s).

While in a gradebook, click on Display Options then Grade Period Display.
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In this example, Fall term has ended and report cards need to be completed.

The WINTER (Trimester 2) box will automatically be checked, as this is the current term.
Check the box for FALL and Save. You will now see both T1 and T2 but only need to add
grades in the T1 boxes for now.

12018 Teacher Access

S| Grade Period Display v
Grade Period Display Save
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* Signifies the Current Grade Period(s). These cannot be hidden.

The change of gradebook display must be done for EACH Gradebook.

If a skill has not yet been covered, that grade box can be left blank. It will then
automatically be filled with an asterisk. The asterisk will show in the grading key as
“Not introduced”.
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TEACHER QUICK ACCESS TO GRADEBOOKS AND ATTENDANCE:

There is an option available for easier access to gradebooks and taking attendance
called the TEACHER QUICK ACCESS widget. It allows one-click access to gradebook or
attendance.

Here is what it looks like once enabled:
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My Gradebook Post Daily Attendance
Trm Prd Class Description
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While on the Home page of EA+, click on SELECT WIDGETS
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Under Teacher Widgets, click on Teacher Quick Access

Teacher Widgets

() * Grade Distribution 4 () * Recent Assignments 4CE
() * Recent Messages 4EI @ * Teacher Quick Access I
(7] * Teacher's Students 4 () * Upcoming Assignments 4
[ WSIPC Links




The box below will now appear on your dashboard. Click to select classes.

Teacher Quick Access

—2> Click here to select classes to display for quick access

Choose your options and SAVE

Teacher Quick Access | Save
: A | Back
Which attendance view do you prefer?: {#)By Name —_—
(_) By Seating Chart

(_) By Period

When will you access attendance?: () Any day
(_)Only on attendance days

Which classes do you want to see?: @Always show all my current term classes
Q Let me select from my current term classes
(_) Let me select from all my classes

The BOOK icon represents the Gradebook for each class. The BELL icon represents the
Post Daily Attendance portion of your Homeroom class.

You still have the option access the list of all your gradebooks by clicking on the “My
Gradebook” link.

This widget is not required. It is merely an option for quicker access.
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