Student Job Aide for Exam Exemption Selections








1. After logging into Skyward, click on the Online Forms button.






2. Find the HS Semester Exam Exemption form and click on the Fill Out Form hyperlink.

3. The Semester Exam Exemption Request form will open. The number of classes to select from is dependent on grade level. Grades 9, 10, and 11 are only allowed to select from core classes. Complete the form using the drop down box including the period and subject area and type in the teacher’s name with correct spelling.

[image: ]

4. Once the Exemption Requests are completely filled out, click on the Complete Step 1 and move to Step 2 hyperlink. Note: Skyward will give an error if you leave the Period Number, Class, or Teacher name blank for any of the Exemption Requests.



5. Click the Submit HS Semester Exam Exemption hyperlink to submit your requests.



6. After submission, a notification will indicate the submission was successfully completed and include a date and time stamp.

7. At this point, your submission is complete, however, you can review your selections or make changes by clicking on the hyperlinks.


8. If a change needs to be made, click on the Mark HS Semester Exam Exemption RD2 as not completed and make changes if you are still on this screen.














9. If you have signed out and need to make changes, click Online Forms and View next to HS Semester Exam Exemption RD2.




10. Click the Mark as not completed and make changes hyperlink.




11. [image: ]Click the HS Semester Exam Exemption hyperlink.




12. Click the Edit Step 1 hyperlink.







13. Make the changes in the Exemption Request boxes and click the Complete Step 1 and move to Step 2 hyperlink.




14. Click the Submit HS Semester Exam Exemption RD2 hyperlink.










15. You will receive a message stating the request was successfully completed with an updated date and time stamp.



16. If you are denied exam exemptions, there will be a reason entered that you can view. See the example below.
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17. Final note: You will know you are exempt from a final once the teachers enter a EXP in the SE2 column of your Skyward grade book.
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