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Logging into Skyward

Introduction

Audience: All Skyward users
Purpose: How to login to Skyward.

Step 1

Launch your web browser to Fort Bend ISD Home Page https://www.fortbendisd.com/
Review this link for browser support

Click on Staff, then login using your network ID and password.

Step 3

Click on the Staff Links then Click Skyward.

EP Employee Portal

Home Email / Office 365 District Departments Staff Links

ﬂ Skyward

Use your network username and password to log onto
Skyward.

If your network password is changed, it will also be SKYWARD

changed in Skyward instantly. FORT BEND INDEPENDENT SCHOOL DISTRICT
FBISD PRODUCTION

\ Login ID: |ﬁmnrm.bm13rm

Note:

If you forget your username and/or
password, you may retrieve through [ son
MyFortBendISD or contact FBISD Forgot your LoginPas

Customer Service Center at x41300 0.00.15-10.2

Password. | FEREREERERE
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Widgets: Adding and Configuring

Audience: Teachers
Purpose: Show how to add widgets and dashboards to the Skyward Teacher home page.

Overview

Widgets can add additional functionality and convenient shortcuts to personalize your Skyward home
page.

ﬂ. s | oty K,

AR W Edctr A s o

On your Skyward home page, begin by I | e ncems | msminsttor sccess
CliCking on Select Wldgets 4l & Educator Access Plus Home

Jump to Other Dashboards

No widgets are selected for this dashboard.
Click here to add widgets.

Skyward User

Reset Dashboards Select Widgets

A. Using the checkboxes, select your desired widgets. It is recommended that you select the following:
Web Favorites displays bookmarks to your favorite websites.

District News displays quick link to the FBISD Home Page, Skyward Help Center, Support Portal,
Password Management, and IT Help Center which contains in-district Skyward guides.

o My Print Queue displays your most recently generated reports.
* Recent Assignments lists the most recent assignments past their due date.
o Teacher Quick Access displays links to your current gradebook and attendance.
o Upcoming Assignments displays assignments that will be due soon.
o Recent Messages displays message replies from parents and students from Family/Student Access.
o Teacher’s Students displays a scrolling list of all your students. See Page 4 for more information.
. Dashboard Maintenance o | 7] 4Back
B. Click Save. -
Everyone’s Widgets d i’: ‘
@ Calendar Events () My Upcoming Meetings Dashboard
| web Favorites Rename
Selected
Secured User Widgets %
S @) o s
[ program Locator [ % Release Notifications Szieeiféd
Teacher Widgets Uncheck
¥ Grade Distribution 4] Recent Assignments Alltome
‘:l Recent Messages ‘§| Teacher Quick Access
[#l Teacher's Students [#! Upcoming Assignments
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The Teacher Quick Access Widget adds convenience Teacher Quick Access
by offering direct links to the gradebook and

attendance on your Skyward home page. By properly Click here to select classes to disﬂla"' for quick access
configuring it, you can make the most out of this
indispensable tool.

o Combined gradebooks cannot be accessed through the Teacher Quick Access widget.
o You cannot take attendance for multiple class periods using combined gradebooks.

o Do not separate a combined gradebook after you enter grades. Separating a combined gradebook
WILL cause the loss of existing grades and assignments.

Begin by clicking on the link.

A. Attendance view preference: Teacher Quick Access
e By Name - alphabetically by student last name QJV'M MISMIMCE Muw co)on pTSZ:® By N ha
L4 By Seating Chal"t By Seatng Chart

By Period

e By Period- not applicable to Elementary @ o i e L
vien wil you aCCess atia i ANy Oay
Schools ‘) Only on attendance days
. . Which classes do you want to see?: L Always show all my current term dasses
B. Access Attendance - choose either option. @) ' ittt il Dm0
® Let me salect from 2l my classes
C. Classes Show Terms Perod Days Class Description
e Always show all my current term classes - @ (1.4 |1 1234 4000/ 403 Homeroom
select this if you do not have any duplicated v 1.4 2 1234 4003 /403 Math
gradebooks due to a split meet. @ |1-4 |3 1234 4004/ 403 Scence
e Let me select from my current term classes or SEpL Al N e
4 1-4 |5 1234 4003 /402 Math
1-4 |7

Let me select from all my classes - choose
either of these options if you have duplicated
gradebooks due to a split meet. In this
example, Math section 402 is listed twice so we can uncheck one of them.

1234 4003 /402 Math

A. Click on this link to access the My Gradebook screen, where you can access all gradebooks (including
Combined Gradebooks), run reports, and request
Ce

grade changes.

Teacher Quick Access
B. Click on this link to access the Post Daily My Gradebook o @ Post Daily Aftendance
Attendance screen, where you can either take ~
attendance by name or seating chart or you can Trm Prd Class Description
create a seating chart. | 14 5 MA212/001 Algebral Q\‘ QJ
C. Hover over the Refresh icon to view other 0_6
Optional icons to reconfigure this widget. J J

D. Click on the blue book icon to view the gradebook
for the selected subject. Please note that you cannot access combined gradebooks from this widget.

E. Click on the yellow bell icon in the row containing Homeroom to take attendance via the method chosen in the
previous step.
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Display Options

Audience: Teachers
Purpose: Provide information on the options available to display within the gradebook.

Display Options

Display Options

Student Display

Assignment Display

Grade Period Display

Modify Gradesheet Sequence
Color Legend

« Student Display allows changes to be made to the order of name display, add information
to the student within the gradebook, display dropped students, and name sorting options.
****Dropped Students automatically are removed from your gradebook class roster. *****

« Assignment Display provides you with options to view the assignments within each
grading period.

o Grade Period Display allows you to select which grading period and assignments within
the grading period you would like to see in your gradebook. Current grading period is not
an option to remove.

« Modify Gradesheet Sequence - allows you to rearrange the order of students in your
gradebook.

o Color Legend - identifies the assigment category or skill.
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Create and Print Seating Charts

Introduction

Audience: Teachers
Purpose: Create and print a seating chart.

Step 1 - Create a Seating Chart

A. Select Teacher Access 1 Teacher et Administrator Access
B. Click Post Daily Attendance

My Gradebook
My Students

My Classes
@ ost Daily Attendance
My Students With Disabilities

Step 2 - Create a Seating Chart

C. Click Assign Seats.
However, if you only need to print a Seating Chart, skip to Step 4.

o i s i o

Classes: ® All () Current () Meeting Today View: ® Class () Period

Dept Subject Terms Period Days Meet Class Description Attendance Options
STE AG1 1-4 5 MTWRF MAZ12 / 001 Algebra 1 By Mame | By Seating Chart | Assign Seats 0'

Step 3 - Create a Seating Chart

D. Set the number of rows and seats per row. Click Refresh to update the seating chart.
E. Select a student to be moved.

F. Fill Seat to place the selected student into the desired location.

G

. Click Save.
Mumber of Rows: |4 - fresh @ 2aie
@ Undo

Show Pictures | Clear Seating Chart Number of Seats Per Row: [7 ——r—
STUDENT H TISAMPLE A
SASZ'IER] [STS'-'EEEH"T] Fill Seat | Filseat | | FillSeat | [ FillSeat | = [ Fill Seat |
| Filseat | | FillSeat | | Fill Seat | | Fill Seat ]Q Fill Seat | | FillSeat | | Fill Seat |
| FilSeat | | FillSeat | | FillSeat | | FillSeat | | FillSeat | | FillSeat | | Fill Seat |
| FilSeat | | FillSeat | | FillSeat | | FillSeat | | FillSeat | | FillSeat | | Fill Seat |
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Step 4 - Print a Seating Chart

To print a seating chart, click By Seating Chart.
Classes: @ all () Current ) Meeting Today View: ® Class () Period
Dept  Subject Terms Period Days Meet Class Description Attendance Options
STE AG1 1-4 5 MTWRF MA212 / 001 Algebra I By Name | By Seating_Chart | Assign Seats
Step 5 - Print a Seating Chart
Click Printer Friendly Listing.
Take Attendance for
Back
Show Pictures @
STUDENT H [1SAMPLE A
SAMPLER STUDENT
Tardy: 0 Tardy: 0
v v
Step 6 - Print a Seating Chart
Use your browser’s Print function to print the seating chart.
Skyward Educator Access Plus - Windows Internet Explorer
Oper... Chrl+0
Edit with Microsoft Exced I. - T - I - = I
Save Az,
Close Tab Chrl+iar
Page Setup. .. 2 L I maE - -
Frink Previgis. .,
Send k = o [ & | o e
Impart and Expart... | H | E N
Propartias
Wark Offine
Exit | | I = |
— 1 J [ ] [ ||
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Print Class Roster Spreadsheet

Introduction

Audience: Teachers
Purpose: Print an empty spreadsheet with the class roster.

In your gradebook, select Reports I@ ST |Di5pla}r Splions s |chﬁ
then Grade Sheet Report. Attendance -
Detail Report
Summary Report by Class
Note: ry Report by

If you want to print a class roster spreadsheet Gradebook

for all your classes at once, see the Appendix Grade Sheet Report

at the end of this document. Assignment Listing - By Student
Assignment Master Report

Select one of the bottom three templates, whose only difference is the font size (10-, 12-, or 14-point).
Then click Print.

Seq #

Report Template Name

Print
i Export to Excel |

| Add a new Template |

| View parameters of Template |

| Clone Template |

Curr Term;Blank Gra dheet;lﬂ Font
970 Curr Term;Blank Grade Sheet:12 Font
0 Curr Term;Blank Grade Sheet:14 Font

|  Select Different Students |
| Select Different Classes |

Once the report has finished processing, click the Display Report button.

:;: Print Queue o= = = ° EEL

Time | Report Description
Grade Sheet Report

Vvait List # | Status

MAZ12/001 Algebra I

Report Finished Processing ;

The report Grade Sheet Report has finished processing.

[ Display Report y | Back
)
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The Class Roster Spreadsheet for your selected class will be displayed on the screen, at which point you

may choose to print. If you want a Class Roster Spreadsheet for all classes at once, see the Appendix
below.

imcgrali.p 37 Page:1
05.13.06,00.04 Graae Sheat Report fer T1

Teachar. #8 EAn . Sohool Yeara Paricd, 2
Course: 3001 / 301 English Language Arte, Crade 3 22 302

Appendix (Grades 2-12 only)

If you are a grade 2-12 teacher and have multiple rosters of students for which you would like to print a
Class Roster Spreadsheet without having to print each class individually, skip Step 1 and start at the My

Gradebook Screen as follows. Resume at Step 2 and you will get a multi-page PDF document with a
class roster for each class.

A. Click Teacher Access.

B. Click My Gradebook.

C. Select Reports for All Classes.
D. Click Grade Sheet Report.

Home 6 R 2t -l Administrator Access

Ql

( + Teacher Access

@ My Gradebook Lh
| My Students ‘N

Classes: @ All () Current () Meeting Tnda*@ ports for All Classes » | | Posting Status
16 - Secondary Gradebook “
Dept Subject Terms Period Attendance scription
STE AG1 1-4 5 Summary Report by Class sbra I
Gradebook

@ Grade Sheet Report

Assignment Listing - By Student
Missing Assignments
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Attendance Procedures for Elementary School Teachers

Introduction

Audience: Elementary School Teachers
Purpose: Record daily attendance.

Attendance Snapshot

Attendance is taken electronically through Skyward. It must be taken daily for every student on your
roster. Teachers are required to take attendance at 10:00 a.m. (Elementary Snapshot Time). Taking

attendance at the official attendance snaishot time ensures comiliance with TEA.

At the Skyward Home Screen, click Post Daily Attendance.

[ N ... P \
: ote:

Ql If you enabled your Teacher Quick
N Access widget, you may click on the bell
e icon next to Homeroom to take attendance.
My Students ‘tl My Gradebook Post Daily Attendance
My Classes ft| Trm Prd Class Description
LH| 14 5 MA212/001 Algebral Q) £
= \_ W,

Select By Name to take attendance by alphabetical listing.

(lasses: @ Al O Current () Meeting Today ~ View: ® Class () Period

Dept Subject Terms Period DaysMest Class Description Attendance Options
DSL  ADM 1-4 1 1234 0000 f 02 Homeroom Kinder .v Seating Chart | Assign Seats

Using the radio buttons, record attendance for each student, then click Save. (If all students are present,
Click Save).

Take Attendance for

Show Today's Attendance for All Periods | View Class Summary | Print Class Roster

Student . . i
=t —— Last Name?t First Middle GR Absent Tardy Present
kKiG
kKia
1 kG
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Submit a Discipline Referral

Introduction |
Audience: Teachers

Purpose: Submit a discipline referral.

Step 1 |

From the toolbar, select Teacher Access and click My Students

Home R4 Teacher Access

Administrator Access
Note:

If you do not have the student in your

classes, please see the Appendix
and resume at Step 3.

et ?

Step 2 |

Select a student and click Select.

Views: |Genera1 v | Filters: | *Skyward Default ¥ |

] @ [ Select |
Def
Last Nams 4 Middle Email Primary Guardian Phaone
STUDENT IISAMPLE

Step 3 |

Click Discipline.
: Note:
B3 Student Info The number next to Discipline refers to
""" L1 Profile the number of Discipline Referrals you
""" L1 Class Summary

have submitted for the selected student.
----- L] Attendance (0)

----- L] schedule

----- L] Add/Drops (1)

""" U1 Entry/Withdrawal
""" F| Emergency Contacts

L1 Discipline (0) -ofmm—
----- [ neLB

L] Academic History
L] Graduation Reguirements
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Created by: SIS Support Team

Last Modified on: 10/9/2019

Fort Bend ISD

FBISD,

Student Information Systems



Click Add.

| SAMPLER, STUDENT H ¥ | Grade: 09

There are no Discipline Referrals for STUDENT SAMPLER.
Total Referrals: 0

Add

A. Enter the Date of the offense.
B. Enter the Time the offense occurred.
C. Enter Comments describing this offense. Manually type out the location of the incident in the
comments.
D. Click Save.
School: | T—— v ® dsave
Offense: [TR - Teacher Raferral v | J Back
Location: r
ocation: | | Attach (0)
Bus: | v |
@Dﬁfﬁsgf T [zug v | [12 v | 4777 |% Wed, Aug 14
@) 5 i e
Offense: || parent Notified

@Ccrm ment:

After you have submitted the referral, the system will return to the
main Discipline screen.

Before the principal has reviewed your referral, you have the option of
either:

1. Editing your existing referral.

be unavailable.

| SAMPLER, STUDENTH v | Grade: 09

S

7

Note:

You will be unable to Edit or
Delete your referral once the
principal has reviewed your
referral.

\_

N

J

2. Deleting your referral. Once the principal has reviewed your referral, however, both options will

Add
Parent
Offense Location Officer Notified
2 udl Classroom No Details...
Teacher Referral Referred on:

Total Referrals: 1

Q9
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FBISD,

Appendix: Choosing a student who is not scheduled in any of your classes
To refer a student who is not enrolled in any of your classes, do the following:

From the toolbar, select Administrator Access and Click Student Search By Entity.

Teacher Access GGG @alen =t

Administrator Access

=} ( tudent Search By Entity

Home

A. All students at your campus will now be available from which to view. Search for the student by
entering up to the first five letters of the student’s last name.
B. Select the student.

C. Click View Student Information. Follow Step 3 through 6 to complete the discipline referral for the
student.

Student Search - By Entity for entity 016 - RIDGE POINT H 5 - Student General Information i QFTH
ptions

Def | | | | .
{La.slNameA |Fir3tl?u'li1d4:lle Ent _|S | Ag_e_!G |Gr JPrimafyGuas‘dian |Phone IG View

. tudent
e e R A

20 v| 44 4 p W 20 records displayed Last Name: [smith @"
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Accessing Student 504 Accommodations

Audience: Teachers
Pumpose: To be able o access attached students 504 accommodations.

A, Select Teacher Access. Home L4 Teacher Access
B. Select My Section 504 Students. al (A )

= Teacher Access

My Gradebook

Iy Students

fy Classas

Poat Daily Altendance

My Activitias

Iy Students With Disabiitiss
fy LEP Students:

by Section 504 Students

My Gifted and Talented Studanis
Iy &t Risk Students

afndnfafafndufafadn

Look for the student and expand name.

C. Expand Section 504 Attachments.
D. Click under Original File to select and open the attachment.

Expand Al Colapse Al Modify Detals (displaying 4 0f 41 View Printable Detais

b General Details

Ik Soction 504 Datails

Entared By Eriered Date Enierad Time
DENISA M WALENZUELS 224917 414 P

End of Process
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Message Center

Audience: Teachers

Purpose: Use the Message Center to post messages to Family Access, Student Access, and/or send an
email to parents or students.

account.

e In order for parents and guardians to see Family Access messages and/or receive emails from the Message
Center, your campus must have on file the parent/guardian’s valid email address in Skyward.

e In order for students to view messages in Student Access, they must log on using their district username
(their ID number) and password (6-digit number).

e In order for students to receive emails from the Message Center, they must check their Office365 email

e Emails sent from the Message Center will not appear in your Sent Iltems folder in Outlook.

Ny A | Exit
Student Access f o :
SKYWARD nDistrict Links
‘fou have unread messages n- v -
Upcoming Events Calendar
&= Up g
Online Forms
Calendar
Student Info
Food Service
Test Scores @  HS TRAINING TEACHER (Eng I,/ 008, Period 4) ® L.
Portfolio ’, % ‘ Important Message Mon Jul 29, 2019 2:41pm | w
T , This is the Message Detail area. Enter the entire message here. This can be
Login History sent to either an email andior Family/Student Access
Reply
@ HS TRAINING TEACHER (Eng I/ 008, Period 4) Ll
,' j". i Message Man Jul 29, 2019 2:34pm |
This is the Message Dstail arsa. Enter the entire message in this area. This
can be either an email or a Family/Student Access message.
Reply
-+ Documentation Type: End User How-To Guide Page1l?
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FBISD,

In your gradebook,

|
@ Other Access = | Classes = |.ﬂ-.55i5

Discipline

Message Center
Report Card Posting
Athletic Eligibility Posting
Survey

A. Select Other Access
B. Choose Message Center.

Food Service

Test Scores

Recommendations

This screen lists all sent messages, both via email and Family/Student Access. Six options are available:

A. Add Message for Multiple Classes - post a message/email to all students in at least one class.

B. Add Message for Current Class - post a message/email to some or all students in the current gradebook.
C. Edit- edits a previously sent message. This will not apply to an email that has already been sent.

D. Clone - creates a new message based on the selected message.
E

Recall
o Deletes a message posted to Family/Student Access. Once deleted, you may choose the
“Unrecall” button to restore the message. You cannot recall a Family/Student Access message if a
parent/guardian or student has replied to your message, if you chose to allow replies.
o This option can recall an email that is scheduled to be sent. Once the email has been sent, you can
still choose to recall, but it will not be recalled.

F. Defaults - allows you to generate a message that you will use often and can schedule days in advance.

| Class Messages S Favorites¥ 4] New Window £ My Print Gueue 4 Back

B Filter
2 &

Total| Recalled Add

Message Center - For All Classes

Post Dale w | Created By Class Descripfion Message Unread

g ---I@ oA
b 87/29/19 EL112 /008 Engl Important Message N _) _ Classes

Add
@ Mezsage for
J Current

Class

Clone

Recall y

Defaults

0000000
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WARNING

New Class Message for Selected Students

EL112/008 Eng | 1 j Save
* Message Summary: |Message | Priority: | Normal v Aftach (0] |
* Message Detail: View Style Toolbar:(~]
H This is the Message Detail area. Enter the entire message in this area. This can be either an email or
In the Edit Class Message s ;
) a Family/Student Access message.
window, the SAVE button
will send the message.
A
Do not click SAVE until Posting Options
ini i - [07/2820 ]
you have finished creating i L
¥| post to Family Access 1#| post to Student Access
the message ¥ Allow parents to respond to this message #| Allow students to respond to this message
Post my email address for parents viewing this message Post my email address for students viewing this message
| Post to Calendar - )
Place on Calendar Date: |07/29/2( | Text:

Emailing Options
Send as Email on | at from

Email to Students

Email to Guardians (Leave checkboxes below blank to send to all guardians)
Heads of Household Only Primary Guardians Only Report Card Recipients Only First Families Only
Send an Email For Each Student in Same Family 2 Do Not Show Student Name in Body of Email

Email to Additionzl Recipients

Display Additional details in the Email Body
Course Description Period Teacher Name

| Post to All Students
Select students to receive the message Select All

Clear Al

a | Last Name First Name Il | Grad Year

A. Message Summary - Enter the title of the message.

B. Message Detail - Enter the full description of your message. Using the Style Toolbar, you may modify the
appearance of the text with basic style tools.

C. Priority - choose from either Normal or High. High-priority messages will display a red icon o next to the
Message Summary. This does not reflect in personal email accounts.

Edit Class Message for Selected Students

EL112/008 Eng |
HessagESL:mmar‘,' I'-lessage |  Priority: | Normal v QJ'

@ Message Detail: | View Style Toolbar [~ |

This is the Message Detail area. Enter the entire message in this area. This can be either an email or
a Family/Student Access message.
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e Post Date - set the start and end dates for the Family/Student Access message to remain active. This does
not affect emails.

¢ Post to Family Access / Post to Student Access - determines whether this message will post to Family or

Student Access. If neither are selected, you must choose to send as an email to students or guardians (see
Step 5).

¢ Allow parents/students to respond to this message - if checked, parents/students can reply to your
Family/Student Access message. Replies are not sent as an email and are visible only to you in
the Message Center main screen in Step 2.

¢ Post my email address for parents/students viewing this message - displays your email address
which is hyperlinked to allow parents/students to easily email you by clicking on your email address.

Posting Options
Post Date: |07/29/20.

Post to Family Access " Post to Student Access
#| Allow parents to respond to this message #| Allow students to respond to this message
Post my email address for parents viewing this message Post my email address for students viewing this message
Post to Calendar
Place on Calendar Date: |07/29/20 Text:

e Send as Email on - If checked, set the date and time for the email to be sent. If you uncheck this option, an
email will not be sent at all. The time to send the email defaults to 30 minutes from the current time. The

email address provided will be the reply-to email address. In conjunction with this checkbox, you must also
select Email to Students and/or Email to Guardians.

¢ Email to Students - choose if you want emails sent to the students’ Gaggle email account.

¢ Email to Guardians - choose if you want emails sent to the Guardians. If you do not specify the
individual Guardian options, then all Guardians will be selected.

Emailing Options

#| Send as Email on |07/29/20. I:l at |02:40  |PM from |teacher.name@fortbendisd.com

Email to Students

Email to Guardians (Leave checkboxes below blank to send to all guardians)
Heads of Household Only Primary Guardians Only Report Card Redpients Only First Families Only
Send an Email For Each Student in Same Family 7] Do Mot Show Student Name in Body of Emai 7]

Email to Additional Recipients

#| Display Additional details in the Email Body
#| Course Description 9 Period ¥ Teacher Name
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]
In Step 2, if you selected Add = 4 0

Message for Multiple Select the classes where this message should be saved | SelectAl |
\c/:i::;s;sé I?/Oglr:'g::seei list 4 | Entit Depl Subj Tems Prd Days Mest | Cass Descn‘puon e
buttons, choose to have the EN1I  1fo4 1 MTWRF EL112,ll 001 EngI
Message Center message Coos B lod 1MTWRF  ELLISI/004  Englsh1l
apply to your current class Cooe e 1t4 3 MTWRF  EL112/012 Eng
(default) or to multiple o6 uT  ENL 1tod 5 MTWRE  EL112/013 Engl
classes. ) [ LIT ENI 1fo4 6 MTWRF EL112 / 006 EngI
L o6 LIT ENI 1fo4 7 MTWRF EL112/ 014 EngI

Post to All Students
Select students to receive the message

. a | Last Name First Name |MI Grad Year
In Step 2, if you selected Add h"‘——t— M_l_l =

Message for Current Class,

you will see a list view of all

your students in your current

class. Using the checkboxes

or buttons, choose to have the

Message Center message

apply to all your students in

the class (default) or to some : -

students. £ i
23 records displayed

When you have finished setting up the Message Center message, click Save to send the message.

New Class Message for Selected Students

EL112/008 Eng | —_%ﬁave_ !
* Message Summary: [This is a Normal Priority Message | priority: [Wormal v ] Attach (0)

* Message Detail: View Style Toolbar:[=]

[ This is the Message Detail arsa. You will enter your entire message in this box. This can be either an |
email or a Family/Student Access message

f \
Note: Posting Options
You may add an attachment 'i_“‘-“ T .
s ¥l Post to Family Access ¥l Post to Student Access
F)Ut itis recqmmended that’ to Wi Allow parents to respond to this message ¥ Allow students to respond to this message
Increase efflClenCy, you = [ Post my email address for parents viewing this message L Post my email address for students viewing this message
include an external link to the ) Post to Calendar
attachment instead Place on Calendar Date:| | Text] |
& J
Emailing Options
I Send as Email on [08/14/20 1 J[E] 2t [01:54 [PM_] from [teacher.name@fortbendisd.com
[ Email to Students
[ Email to Guardians (Leave checkbaxes below blank to send to all guardians)
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Grading Overview for Pre-K to 1st Grade

Audience: Teachers, Grades Pre-K - 1
Purpose: Overview of grading procedures for the end of each Term.

Verify the following for each term:

A. Grades will be reported using one mark per competency. Students must have a minimum of

three marks (opportunities to demonstrate proficiency) on each competency per reporting
period.

B. Student progress will be assigned using three levels: Developing (DV), Progressing (PG), or
Proficient (PF), as shown below. Students will receive a mark for each competency.

Developing (DV) Progressing (PG) Proficient (PF)

Target - Grade level
proficiency

C. Overall student proficiency will be determined using marks for each competency. Student
proficiency will be assigned using these descriptors:
o M- Met Standard
o DNM - Did Not Meet Standard

D. Enrichment Courses (Art, PE, Health, Music) student proficiency will be reported using two
marks, S or N.

E. The Citizenship (conduct) score must be E, S, N, or U. Citizenship scores may be optional at
your campus.

For students who are enrolled in your class after the start of a new term, ensure that prior grades
have been transferred to your class. See New Button Procedures

Term CT_ I I8 CT T TE SE Sk
Grade Grade | Optionse Grade | Optionsw | Optionse | Opbions
" Adjust Adjust
Sort b
I ) new | 8484.00% 84,00 | 54 91.00 | 91 76 86
r 2484.00% a4 & a0 a5

To assign grades to a transfer student the records from the previous school(s) should be included in
calculations for the current grading period. In cases where the grade format does not align to FBISD
grading scales, the District registrar shall be contacted to align grading scales.

See Elementary Grading & Reporting in the Standard Operating Procedures Grading and Reporting

Handbook
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Grading Overview for 2nd to 5th Grade

Audience: Teachers, Grades 2-5
Purpose: Overview of grading procedures for the end of each Term.

Verify the following for each term:

A. Grades will be reported using a numerical average based on a minimum of (9) grades per
subject area per grading period. In each subject area (Reading, Writing, Math, Social
Studies, and Science) students should receive (3) major and (6) daily grades. Student
grading is on a 100 point scale.

B. Enrichment Courses (Art, PE, Health, Music) grades will be reported using an S or N.
Students should have at least three grades per course.

C. Grades for each grading period shall reflect the students’ progress towards proficiency of
identified priority learning progressions, which are aligned to the Texas Essential Knowledge
and Skills. All grades will be weighted as follows:

o Major Grades will count as 50 percent of the student’s grading period average.
o Daily Grades will count as 50 percent of the student’s grading period average.

D. The Citizenship (conduct) score must be E, S, N, or U. Citizenship scores may be optional at

your campus.
T PR Partic Partic test PRE CP Partic Test Partic Test= Partic

Optionsw| (Optionsw WO06-F WO05-F WO05-Th Optionsw @ WO04-F  W04-Th__ ‘W03-F WO03-Th WO02-F

DAIL DAL  MAJ DAIL  MAJ JAIL MA] DAL

100 100 100 100 100 100 100 100

0.00 97.93 99.48 100.00 90.90 99.66 88.24 94.33
93 93 = 100 100 90 5 100 93 100 80 80
93 93 = 100 90 93 E 100 80 100 90 100
87 87 = 80 95 86 5 100 95 100 70 70
98 98 = 100 100 98 E 100 95 100 95 100
87 87 = 80 100 85 5 100 95 90 70 70
28 Q5 = 100 100 93 5 100 80 100 90 100

For students who are enrolled in your class after the start of a new term, ensure that prior grades
have been transferred to your class. See New Button Procedures

Term CT_ I 1N CT T IE SE SL
Grade Grade | Optionsw Grade | Cptionsw | Options= | Opbions
T ™ Adjust Adjust
Sort Yo
! ) vew | 8484.00% 84.00 | 84 91.00 | 91 76 i
r 84 84.00% 84 g8 a0 a5

To assign grades to a transfer student the records from the previous school(s) should be included in
calculations for the current grading period. In cases where the grade format does not align to FBISD
grading scales, the District registrar shall be contacted to align grading scales.

See Elementary Grading & Reporting in the Standard Operating Procedures Grading and Reporting Handbook
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Create an Event for Pre-K — 1st Graders

Introduction |
Audience: Teachers who have a Standards Gradebook Description
Purpose: How to create an event in the Standards Gradebook.  , j.ciar12s Gradebook
Beg Orch 1
A. Click Events main Screen ()
sSv | Classeame Comr
B. Select Add Events 'B) Add Event

Sep2

C. Choose the Subject

D. Choose the Skill

E. Enter the title of the event under Description and enter a Detail Description (optional)

F. Select the Assign, Proposed Due, and Actual Due date(s) of the event. These dates determine the grading
period. For example, a Proposed Due Date occurring within the first term will affect only the Term 1
average.

G. Select the class(es) in which this event will be added, if applicable.

H. Attach document(s) related to this event so that students can access them via Student Access. (optional)

I. Use optional to create an online assignment or to clone (copy) an existing online assignment created by

another teacher from your campus. (optional)
J. Choose the appropriate Saving method to exit this screen.

Add Event
@) Subject:
@)
@ Destription:
Detailed Description:

|«

Entered Date:
J Assign Date: TE=| v v 4
Proposed Due Date: 5w [ L] »
[ *]

ttach (0) |
Actual Due Date: [T v i @ (0) _|
I Options ~ |

< Post to Family Access l—'

¥ Post to Student Access

Display Options
Show Student Result As: || Show Comments

skill Options
Subject Skill

i

g —

Class Options E]

Entity Dpt Sbj Terms Prd Days Meet Class Description Academic Area
@ FA QRC 1-4 2 MTWRF F06309 Beg Orch 1 FOGXXX - ORCHESTRA & -
7] @J QRC 1-4 2 MTWRF F06818 Orchestra I Violin FOGXXX - ORCHESTRA &
@ Fa ORC 1-4 2 MTWRF F06329 Orchestra I Viola FOGXXX - ORCHESTRA &
@ Fa ORC 1-4 E MTWRF F06509 Beg Orch 1 FOGXXX - ORCHESTRA &
(] Fa ORC 1-4 E MTWRF F06333 Orchestra I Cello FOGXXX - ORCHESTRA & -
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Create an Assignment for 2nd — 5th Graders

Audience: Teachers who have a Gradebook (Secondary) Description
Purpose: How to create an assignment in the Gradebook Orchestra 1 B 8  Gradeboold
(Secondary). Beg Orch 1 Standards Gradebook

A. Select Assignments. Main Screen 0
55 = | Classes LRI e AL

B. Click Add Assignment. @ dd Assignment
1 L

ist Assignments

Step 2 |
C. Choose the Category a ] A\
D. Enter the title of the event under Description and enter a ' Warning:
Detail Description (optional) Do not modify the Max Score or the

E. Select the Assign, Proposed Due, and Actual Due date of the Weight Multiplier for any assignment in
assignment. These dates determine the grading period. For order to comply with district grading
example, a Proposed Due Date occurring within the first term ﬂ:gesd:cﬁ:’tgltzhe%%'; gs\;‘a?;agoiitsthe
will affect only the Term 1 average. points

F. Select the classes in which this assignment will be added, if & ' J
applicable.

G. If necessary, attach documents related to this assignment so that students can access them via Student
Access.

H. If necessary, use this to create an online assignment or to clone (copy) an existing online assignment

created by another teacher from your campus.
I. Choose the appropriate method to exit this screen.

Add Assianment fave and T
0 ory: [ DAIL - - DRILY v Back
@ escription: [ Save and
D Description: o

Assignment Group: |:|

Entered Date: i
6 Assign Date: FEx| [ w|[ v | ¢
‘*&pnsed DueDate: || | [1 v |+ @
Actual Due Date: FE¥|[ v | [0 v | Attach (0) |
Max Score: |100 y . ¥ Post to Family Access b Options + |

Weight Multiplier: [1.00 @ ¥ Post to Student Access

- ¥

Display Options
Show Student Result As: | Shaw Comments
Class Options @
Entity Dept Sbj Terms Prd Days Meet Class Description
[« STE AG1 1-4 5 MTWRF MAZ212 / 001 Algebra I
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Create an Online Assignment

Introduction

Audience: Teachers, grades 2-12.
Purpose: Create an online assignment that can be automatically graded by Skyward. 7his document
assumes prior knowledge of how to create regular assignments in Skyward.

Features

Skyward’s online assignments offer:

e Variety of question types: e Sharing online assignments with other teachers
=  Multiple Choice e Variable per-question point values
* True/False e Ability for students to stop and resume
= Matching e Printing of blank hardcopies of the assignment
: Egg:yAnswer e Automatic grading of Short Answer questions with

tolerance for possible spelling or variations

Manual allowance of partial credit

Alternating Multiple Choice letters

Displaying pictures for questions and answer choices

Instant grade results for students
Display of correct answers to students
o Randomized questions

What students see

Upon logging into Skyward Student Access, the student will see a list of current and upcoming events, including
available Online Assignments.

JEEEICA, My Accolint Exit
Student Access

SKYWARD TESSICA tm u EDis"inUnks

vou higve pnread messages | Bk v

Home il i
Prinforché Const f 003, Parod 5 .
- ] Taday, Wed Sep 11, 201

Calendar 1 Wed Sep 11,2011 1:560m
Cinline Assignment Warm-Lip w i e Wﬁmlm wiek 1
Gradehook September 11, at 1158 PM, Tl RGO D0 Prinded B Consir
Azzignment: Wﬂ'rrl-Lhwad: 1
Atterdance Take Assignment o -
- Ruction
Student Info Gupssan 1 ol f Hecd Page
P ﬁcnmmﬁmmmmn
Food Service I e S
e SawE B
‘|‘nu L] nline Assl Do Mt campchiLaer | 5
Skl have eame 100 point P
. - I‘l'l AL
Atademic History Tew Results Gupssdon 2 of § e
Ewsmwdmtmm 167 ponts)
& Mchad
Paortfiolio ClB. (hakes Duprar
FPrinArch&Constr { 003, Parfod 5 5= fes o
Login Histary
Back to Pror fou have completed Onling A2l quesion 1 ol
Student Access hawe eamed 98 out of 100 pointS | sow ma teme o .1 coeen? i57 porks)
COA B
e 10
Oc. 12
Clo.
Cuessian 4 ol 6
ona wll leam g bot inomy cless, 00 T poas|
T
[
Quession 5 nl &
s ety woncd ool 4 wocedchuek choxck o 8 wocek ek oould chuck wooed? 08, 7 point)
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Add Assignment Save and

Create an assignment. — iy
Categw; DAIL - 50% - DAILY v
A. Enter the Assignment Desaription: {Warm-up Weekl@ Save and
Description. Detaled Desrpion: /3 Add Anathr
" Save and
B. Select Options. = Score
Assignment Group:
C. Select Create Online Entered Date: Mon, Jul 2220 Undo
Assignment. Aesin Date: T2 g v | (2 v 420 | #Mon, Aug 1920 Back
Proposed Due Date: 8] (2ag v | (22 v 40 |¥Thu, Aug 2220 .
Actual Due Date: 5] [ v [orv] 0 Attach (0)
Max Score: |100 Past to Family Access @ Dptions «
Weight Mukiplier:|1.00 Postto Student Access @ Create Online Assignment

Capy from My Online Assignment Template
Copy from District Online Assignment Template
Shony Student Result As:  score ' Show Comments Attach Distrct Assessment

Clone Onling Assignment From Other Teacher

Display Options

Class Options E

® Randomize Questions: Questions will be in a randomized order for each student.

® Override Multiple Choice/Matching Answer Lettering: Allows you to alternate sequence of letter choices
among multiple choice questions. For example, question 1 choices are A, B, C, D and question #2 choices
are E, F, G, H. This may be useful in mimicking multiple choice styles found in standardized tests.

® Do Not Allow Other Teachers to Clone: Denies other teachers from cloning the Online Assignment that you
are creating

Online Assignment

Online Assignment Setup Options

Mame: [Warm Up Week 1 Default Points per Question: _I_.fi.
Description: |
|
Macdmum characters: 250, Remaining characters: 250
Randomize Questions Override Multiple Choice/Matching Answer Lettering 7]

Do Mot Allow Other Teachers to Clone

The following fields do not need to be modified:
O Name: this is automatically populated from the description in the previous screen.
O Description: this is an internal note that is visible only on this screen.
O Default Points per Question: sets the default point value for each new question. Setting the points per
question will be determined at a later time.
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Family/Student Access Options
Do not Make Available in Student Access Online Assignments

* Start Date: |08/22/20: D at (12:00 |AM * Ctop Date:|08/22/20! D at |11:59 PM
Questions per Page: 3
Do not Show Results until: [08/23/20_. D at |12:00  ||AM Show Correct Answers
Auto Grade and Post to Gradebook i checked, oniy Multiple Choice, True/False and Matching questions sre svailsbie

® Do not Make Available in Student Access Online Assignments: leave unchecked unless you need to
withhold it from students. If this is checked after an Online Assignment has begun, there will be a message
to students stating that the “Online assignment <Assignment_Name> has been taken offline.”

® Start/Stop Date/Time: Allows you to set the date and time when the assignment will be made available to the
students. By default, the online assignment will be made available as soon as you save the assignment until
11:59pm that day.

® Questions Per Page: By default, five questions will be displayed to the student per screen. The student will
need to click on “Next Page” or “Previous Page” to navigate between the next or previous five questions.
After the students have completed the online assignment, separating groups of questions into pages will
also affect your ability to easily view each student’s responses. For example, if you have 20 questions, as
the teacher, you would have to click on “Next Page” four times to view all of the students’ responses. If you
anticipate viewing each students’ responses, it is recommended that you set this field to zero so that both
you and students can view all questions on one page. This will assist when you are Manually Scoring the
assignments.

® Do not Show Results until: Allows you to set a date and time for students to review their results and the
correct answers. The “Do not Show Results until’ date and time must occur after the Online Assignment’s
Stop Date. See Step 9: Allow Student to Resume.

® Show Correct Answers: If selected, and if results have been made available (see Do not Show Results until
above), students will see the correct answers after completing the assignment.

® Auto Grade and Post to Gradebook: If selected, Skyward will grade each question and post the score
directly to the gradebook when a student completes an online assignment. This also limits the Online
Assignment to Multiple Choice, True-False, and Matching questions only. Short Answer and Essay
questions will not be available to use.
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® Save and Add Questions: Click to add questions. See Appendix A: Adding and Editing Questions for

instructions on creating questions. As you add questions, the point value per question will be 1.0 points (see
Step 2: Default Points per Question).

NOTE: It is recommended that you leave questions at 1.0 points apiece and only change the value for
questions that should be worth more than a 1-point question, but keep the questions based on a 1-point
scale. In Step 7, we will convert the questions to a 100-point scale to conform with FBISD grading policies.

Online Assignment Questions

Thare are no records to display; check your filter settings.

® Click Save and Back to return to the previous screen. At this point, the Online Assignment will not be
completely saved just yet.

Online Assignment S |7/ 4Back

Online Assignment Setup Options

T
Mame: Warm-up Week 1 Default Points per Question: | _E!H Sﬁé_f:nin
Description: =
. 4
Maximum characters: 250, Remaining characters: 250

Randomize Questions

Override Multiple Choice/Matching Answer Lettering [?]
Do Mot Allow Other Teachers to Clone

4 N\
4 ' Note: R
Changes to the Online Assignment will NOT
take effect for the students until you click Save
at the Assignment Maintenance screen in the
next Step or in Step 8.

\ J
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Step 6 - Assignment Maintenance

® Click on Change Max Score.

Add Assignment (Available Online)

Category: | DAIL - 50% - DAILY v
Description: |Warm-up Week 1
Detailed Description:

e ana I
I Back
Save and
d Another

Save at this screen.

Changes to the online assignment will not take effect until you choose to

To return to the previous screen (Steps 2-5) click on Edit Online Assignment.

To clone this online assignment to multiple classes, check the boxes for each
K class. Keep in mind that the date/time-specific options will also be cloned. J

A [Save and |
4z Score
Assignment Group: |:| |
Entered Date: Mon, Jul 22 200
Assign Date: T [zug v | [12 v | ¢ 20 | ¥ Mon, Aug 19 20 | Back |
Proposed Due Date: FF¥] [zug v | [22 v | 4[20 % Thu, Aug 22 20
Actual Due Date: ] v|[orv] (20 | Attach (0) |
Max Score: 5| Change Max Score ¥ Post to Family Access ! Edi'.f Online |
Weight Multiplier: [1.00 7' Post to Student Access asganment,
Remave
Display Options Online
Show Student Result As: | 5=ore v] @ Show Comments (aasanmenh
Class Options [7]
~ Entity Dept Shj Terms Prd Days Meet Class Description
L ‘_J STE AGL 1-4 5 MTWRF MAZ12 [ 001 Algebra I
/! Note: \
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Step 7 - Change Max Scores

A. Set Max Score Independently of

B.

D.

Question Point Values: Check
this box.

Assignment Max Score: Enter
“100.” (This will be
automatically changed to
“100.0%)

Enter question point values,
which should be based on a 1-
point scale. For instance, a
question that is worth twice as
much as a regular question will
be worth 2 points. In the
example below, question #5
contains 10 matching items, so
up to five points can be
awarded. By doing the two
previous steps (step 7A and
7B), Skyward will convert the
total points into a percentage
that conforms to district grading
policies.

Click Save.

Change Max Points |ﬁ|

7 | 4Back

Assignment Max Points
I¥! 5t Max Points Independently of Question Paint Vaues@

Assignment Max Ponts: @)

Redistribute Question Points

Total Question Points Resel ‘

Current Point Total: Fonts
New Paint Totzl:

Assignment Questions

Humber & | Type Queslion ‘ Currenl Fuaints |New Fuoinis J
- Multiple: Chaice | Which city is the capital of Texas? 5 i

2 Multiple Choice How many items ara in a dozen?

3 TrugfFalse  You wil learn 3 lot in my class
4 TrugfFalse  Charles Dupree was the Superintendent for Fort Bend 19 1,
5 Matching Match the state with it's capit,

Step 8 - Assignment Maintenance: Save

Click Save and Back. This will finally save all progress performed since Step 1.

Do NOT click on the navigation arrows in the top-left of the screen.

0 §  Assignment Maintenance

.ﬂ.ddﬁsslgﬂmant
Categary: I:II.I:L E0% - DAILY T
Description: Warm-up Wesak 1
Detziled Description:

L 4 Bl
Assignment Group: |
Entered Date: Mon,
Assign Date; T v v/ %20 ¥Mon,
Proposed Due Date: T5m] v v %20 # Thu,
Actual Due Date: =8 »| (o1 ¢| 20 Attach (0)

. —

Max Score; 100 ¢ Post to Family Access _Options
Weight Multiplier: |1.00 < Post bo Shudent Access
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When students are engaged in or have completed the online assignment, view the assignment by clicking on the
assignment name hyperlink and click Score Online Assignment.

| 2
J 1 Mam SCTEEI'I Assignment Options it My Print Queue
| h | | | . h il . Prev | Next
' Other Access v | Classes » | Assignmer Charts v | Display Options v | ncqignment (avaiiabie onfine) =
Category: DAIL - DAILY 50% Edit
WEI"ITI U Description: Warm-up Week 1 Clone
1 Wi2-T Detailed Description: —
D:I,vl/[]g Assignment Group: elete
i Entered Date: Mon, Jul 22 20 Report
DAIL Assign Date: Mon, Aug 19 20; Chart
‘ Atnd 100 100 Proposed Due Date: Thu, Aug 22 201  Week 08 - Thursday 2
Entnl Actual Due Date: SCC_'I'E
Students Toda 0.0 9900 0.00 Max Score: 100 Post to Family Access C_’”"“GQ
uden Y : . Assignme
‘ Weight Multiplier: 1.00 Post to Student Access =
B3 x Core
‘1 'g' SAMPL STUDE M % Display Options Entry
x x x N Score v A S = t
|2 % STUDE IISAM M ~ J Show Student Result As: | Sceze Show Comments St;ii;r;;'”

® Refresh: Updates all data in the Student Online Assignment screen.

@ Grade Online Assignment: Opens a window for the selected student showing the answers and the ability for
you to override scores for each question (in case you wish to award partial credit or bonus points). Manually
Scoring Online Assignments feature is used to grade Short Answer responses and to grade Essay
questions.

® Hide Assignment in Student Access: This will hide the online assignment in Student Access for just the
student. This online assignment will have to be scored as a regular assignment.

® Allow Student to Resume (not pictured): Allows a student to resume a prematurely submitted assignment.

® Reports: Allows you to print an answer key, print a hard copy of the assignment, or student answer analysis

‘ Grade Or‘lline Assignment Y Favorites ¥ U Mew Window IGI Ity Print Queue 4 Back
Online Assignment Info
Unique Assignment ID: 35907
Online Assignment Name: Warm-up Week 1 Start Date: Mon, Aug 1920 at 12:00 AM
| Total Points: 25 Stop Date: Thu, Aug 2220 at 3:25 PM
Number of Questions: 5 Do not Show Results in Student Access until: Fri, Aug 23 20 at 12:00 AM
Student Online Assignment = LM ___ Refresh
; Show # Quesfions| Online Online | Cnline GB GB|GBE
& | Last First Status | Results Unanswered Points | Score | Grade Points Score | Grade Comment
| T 3 N N O - i st
P 2 STUDE IISAM N 0 - forrhten]
|
| Reports
t This concludes the process on Creating and Administering Online Assignments.
-+ Documentation Type: End User How-To Guide Page32
-+ Created by: SIS Support Team
D H Last Modified on: 10/9/2019
® Fort Bend ISD

Student Information Systems



Online Assignment — Appendix A (Adding & Editing Questions)

® Click on View Style Toolhar: +| and choose either ™ to insert a picture or to insert a
hyperlink. This applies to both the questions and multiple choice answers. You may also apply other types
of text formatting tools.

® The Extra Content text box creates a separate area of text below the question.

® |tis recommended that when adding and editing questions, you leave the question point value at 1.0 point
per question. For matching questions, change the points to match the number of matching choices. Weigh
questions based on a 1-point-per-question scale so that more difficult questions are worth a few more
points. Itis at Step 7 where Skyward converts all the question values proportionately to produce a total sum
of 100.

Question Maintenance o | ?/|4Back
Question for Warm-up Week 1 EHBVEHTQ“U
Question Number: 1 s

* Question Type: |Multiple Choice A Attach(0)

* Question: A
Arial | 14«4+ B I US| A- B8 = = EIE|IE £ E
= E X -
A model of an atom is shown below. An atom of which elements is represented by this model?
| E% %‘ 1 ’—— Mucleus
Extra Content: View Siyle Toolbar:~
Points for Question: 10
Answers to Question Number 1
Answer A: View Style Toolbar:~ Correct? [ attach(n)
Boron (B)
Ansiver B: View Style Toolbar:[= Correct? | Attach(0)
Carbon (C)|
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Short Answer Questions

Short Answer questions are Question Maintenance

automatically graded by Skyward

using up to ten possible answer Question for Warm-up Week 1

variations that you provide. Do Question Number. 2

not worry about capitalization * Question Type: [Short Answer v

since_ answers are not case- * Question: | View Style Toobar <]
sensitive. Chy

Provide information ahout the 44th Prasident of the United States of America.

Online Assignments that contain .
any Short Answer questions will B s View Siyle Toabar =]
not automatically post to the ‘
gradebook so that you have a

chance to review the student Points for Question:
responses and give partial or full

credit to responses that either

come close to the correct answer | Answers to Question Number 2

i

or are correct but not _initia"y Student has to enter ane of these correct answers exactly for the system fo give the student credit. You will have the opportunity to manually grade this
anticipated as a possible correct answer.
response. Comect Answer A: [Barack Obama

Correct Answer C: |President Obama
Correct Answer D: |8, Obama

|
Correct Answer B: |Obama |
|
|

Essay Questions

Essay questions cannot be automatically graded. You must manually score online assignments.
The maximum points allowable for essay questions is 99.9 points.

Question Maintenance

Question for Warm-up Week 1
Question Number: 4
* Question Type: | Essay v |

* Question: | View Style Toolbar:(~]

| How do you feel toc.l.ay-;:?.’“ \Write in detail what affects your feels .f.oc.l.ay-?

Extra Content: | View Style Toolbar:~|

Points for Question:

Answers to Question Number 4

Answers cannot be set up for Essay Questions. You will have the opportunity to manually grade this answer.
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Matching questions allow up to ten answer choices. Similar to all other questions, a Matching question is worth 1
point by default, but you may consider matching its value to the number of choices.

1. Enter the Question.

2. Enter the Choices. The order of these choices will match that on the actual online assignment.
3. Enter the Matches. The order of these matches will match that on the actual online assignment.
4. Specify the correct Answer match.

5. Change the Points for Question and enable the option to Allow Partial Credit.

Question for Warm-up Week 1

Question Numb
* Question Type:
* Question:

Match the state with it's capital. 0}

latching Ea

View Style Toolbar:[—

Extra Content: View Style Toolbar:[~

Points for Question: L—_SQ @ #| Allow Partial Credit
Answers to Question Number 5
Answer Choices Matches
E v| &t View Style Toolbar{=] | [ Attach(o) : View Style Toolbar:(=] || Attach(0)
@) New York Jackson
I - 2 View Style Toolbar:(~] || Attachi0) View Style Toolbar:(~] || Attachi0)
Tennessee Augusta @
H v 3 View Style Toolbar;[~] || Attach(0) : View Style Toolbar:(~] || Attachi0)
Louisana 6 Sacremento
c v| #* View Style Toolbar -] | [ Atlachi0) View Style Toolbar:=] | [ Attach(0)
California Olympia
B ¥ | View Style Toolbar(=] |l Aftach(0) View Style Toolbar: =] || Attach(0)
Maine Albany
E: X 6 View Style Toolbar:(~] | [ Aftach(0) View Style Toolbar:(=] || Attachi0)
Idaho Boise
i 7 View Style Toolbar =] || Attachi0) View Style Toolbar:(=) || Attach(0)
Florida Columbus
A v| 8 View Style Toolbar:~]| || Aftachi0) View Style Toolpar:=| || Attach(0)
Mississippi Baton Rouge
& ¥ E View Style Toolbar: - || Attach(D) View Style Toolbar:(-] || Attach(D)
Ohio Mashville
p_v| 1o View Style Toolbar(=] | [ Attach(o) View Style Toolbar:(z] | [ Aftach(0)
Washington Tallahassee
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Online Assignments — Appendix B (Online Assignments Reports)

To view any of the three types of Online Assignment reports, use the Reports button from Step 9: Reports.
Online Assignment Reports L | ? 4Back
Report Options L -
Online Assignment: Warm-up Week 1
Report Type: |Hard Copy of Blank Online Assignment v
Lines for Essay Questions: | Answer Key
.  fiard Copy of Blank Online Assignment
Sl i e el Online Assignment Analysis iz

® Answer Key creates a hard copy of a blank online assignment with the correct answer choice listed, if
applicable.

® Hard Copy of Blank Online Assignment creates a printable blank assignment. Unlike the other available
reports, /if you chose to randomize the sequence of questions, the questions will be randomized here as well.
It is recommended that you disable randomizing of questions before printing a hard copy of the blank online
assignment.

® For each question, the Online Assignment Analysis lists each student’s response which is labeled as
“Correct” or “Incorrect.”
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Online Assignment — Appendix C (Frequently Asked Questions)

R/
0.0

Warm-ups, Spelling or Vocabulary Quizzes
Daily Writing Journals, Writing Prompts, Science Lab Reports, Current Events, etc.
Use the Essay feature to prompt students to write. Their responses can be saved as a PDF to make it more
convenient to read and it will also eliminate illegibility. Use the typical Mass Score Options to award a
“completion grade” if applicable.
+ Reinforcement
Create an online assignment to occur during the evening hours to force the student to recall and reinforce the
information learned earlier that day.
< Accommodation for Special-Needs Students
Create questions with media content, such as graphics, audio, or video files. These multimedia objects can be
attached to either the question or the multiple-choice/true-false/matching items.
« Scavenger Hunts
Include hyperlinks in your questions to encourage students to access those predefined URLs to find the correct
answer.
« Practice for STAAR or other Standardized Tests
To recreate a practice STAAR test, use alternate multiple choice lettering for even-numbered questions, include
charts and illustrations as image attachments.

X3

o

< Q. | can’t see options to AutoScore and Post to Gradebook or to see correct answers.
A. Your online assignment contains short answer or essay questions.

+ Q. Where is the spell-check feature?
A. Internet Explorer does not have a built-in spell-check. Consider using Mozilla Firefox, which has a spell-
checker, instead.

« Q. Can graphs and charts be added to online assignment questions?
A. Yes, but they need to be in the form of a picture file and uploaded as an attachment.

% Q. Can Multiple Choice and Matching question choices alternate between A/B/C/D and E/F/G/H to
simulate scantron sheets?
A. Yes, enable the checkbox to Override Multiple Choice/Matching Answer Lettering and then enable the
checkbox to Use Alternate Lettering for Even Numbered Questions. Click on Select Letters to choose all
the letters that will be used.

< Q. Ifl attach a large image, will Skyward display the entire image or will it be resized?
A. Using the Attach button, attaching images larger than 550x449 will cause it to be resized. If you use the
Style Toolbar to attach an image, it is possible to exceed the limit of 550x449, but it is not recommended as it
may have adverse effects on the formatting of the entire online assignment. If you must use the Style Toolbar,
be sure to set the dimensions so as not to adversely affect the formatting of the Online Assignment Question.

< Q. What is the recommended way to set the point values for the Online Assignment?
A. If all the questions in the online assignment are to be of equal value, simply create all your questions and
ignore the 1.0 point value for each question. Afterward, check the box to Set Max Score Independently of
Question Point Values and enter the Assignment Max Score of “100.”
However, if some questions will be weighted differently, weigh them on a 1-point scale (where most questions
will be 1 point each and more difficult questions will 2 or more points). Then check the box to Set Max Score
Independently of Question Point Values and enter the Assignment Max Score of “100.”
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< Q. A student will be absent during the online assignment. How do | hide it from them?
A. Go to Score Online Assignment, select the student and click on Hide Online Assignment From Student.

< Q. If students have to leave before completing an Online Assignment, how do | allow them to complete
it after the stop date/time?
A. Edit the online assignment to extend the stop time and in the Score Online Assignment screen, select the
student and click on Allow Student to Resume. Even though you extended the stop time, other students
would be unable to resume except for the one you allowed to resume.

< Q. I created an Online Assignment, but now | don’t see it anymore. | spent a lot of time creating it and |
even remember clicking on the SAVE button to save it all.
A. The Assignment Maintenance window is where you would typically go to change the assignment title,
assign date, due date, actual due date, and much more. It is also where you can find the Edit Online
Assignment and Create Online Assignment buttons where Skyward launches the Make Assignment
Available Online window (This is the window that allows you to create questions and set the start/stop dates for
the assignment).
There are two windows which require you to save: the Make Assignment Available Online window as well as
the Assignment Maintenance window. Oftentimes, teachers save at the Make Assignment Available Online
window but will click on the Back button (which will warn the teacher of unsaved changes) or the left arrow
(which will not warn the teacher) at the Assignment Maintenance window.

« Q. The matching question appears in the online assignment but the answer choices do not.
A. You enabled Use Alternate Lettering for Even Numbered Questions and the matching question contains
more matching items than the selected alternate letters. Increase the number of alternate letters to match the
number of matching items.

“ Q. The matching question in the online assignment is not allowing partial credit to students who
missed some matching choices.

A. Be sure to enable Allow Partial Credit when editing the Matching question.

« Q. I have to manually score each student assignment. Because my assignment is so long, | have to
click to the “Next Page” to view the student’s next page of responses. Is there a way to view all
responses in one big page by just scrolling?

A. Yes, edit the online assignment to show “0” Questions Per Page.

< Q. I forgot to set the MAX SCORE to 100, and the students have already finished the online assignment.
Their posted scores are not on a 100-point scale in the gradebook. How can I fix this?

A. Follow the same steps from the next question.

< Q. | set the wrong point value for a question, and students have already completed the assignment and
the scores were posted to the gradebook. How can | change the point value and re-score automatically?
A. Edit the Assignment so that you are in the Assignment Maintenance screen. To the right of the Max
Score, click on Change Max Score. Adjust your point values for the assignment questions and then click the
checkbox in the middle to Update Student Scores. Click Save and then Save again. Now go to Score Online
Assignment. If the Online Assignment has expired, click on Mass Post Scores to Gradebook and choose the
second and third checkboxes to Post Online Assignment Score to Gradebook and Override Existing
Gradebook Scores, then click on Run.
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< Q. | set the wrong answer for a question, students have already completed the assignment, and the
scores were posted to the gradebook. Can | set the correct answer for the question and re-score
automatically?
A. Yes, edit the Assignment so that you are in the Assignment Maintenance screen. Click on Edit Online
Assignment and change the answer and click Save. Then go to Score Online Assignment. If the Online
Assignment has expired, then click on Mass Post Scores to Gradebook and choose the second and third
checkboxes to Post Online Assignment Score to Gradebook and Override Existing Gradebook Scores,
then click on Run.
Q. All students have missed a question even though they chose the correct answer.
A. Verify that you have selected the correct answer. It is possible to create a True/False, Short Answer, or
Multiple Choice question without specifying the correct answer.
% Q. Why do some ONLINE GRADES differ from the ONLINE PERCENT scores?
A. You have changed point values for certain questions after students have taken the online assignment. The
Online Percent represents the true score of the online assignment.
% Q. Why do some ONLINE PERCENTS differ from the GB SCORE/PERCENT/GRADES?
A. The online assignment must have been modified (such as changing point values for a question, changing
answer choices, etc.) after those students have completed the assignment. If you click on Mass Post Scores
to Gradebook, the Online grades will override the GB Grades.
However, if the Online Score/Percent/Grades are present but the GB Score/Percent/Grade is blank, that
indicates that the student has not completed the assignment. Is the student still working on the online
assignment? See below.
< Q. The Essay or Short Answer question did not allow me to award 100 points.
A. You will be unable to award a full 100 points to any question while in the Score Online Assignment screen
because the Points Earned box allows only a two-digit number. To work around this, simply enter the score in
the regular Score Entry screen as you would do for a non-online assignment.
+ Q. In the gradebook, why do the online assignment scores appear with two decimal places instead of a
whole number like other regular assignment grades?
A. All assignment scores in the gradebook can be reported as a number with up to two decimal places. It just
so happens that teachers do not traditionally enter any assignment scores with decimal places, however they do
have that ability. Skyward reports online assignment scores up to two decimal places and rounds online
assignment scores to the nearest hundredth.

X3

A
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Score an Assignment 2nd — 5th Grade (Secondary Gradebook)

Audience: Teachers who have a Gradebook (Secondary)
Purpose: Score and leave comments for an assignment using the Score Entry screen.

Term Writin | Vocabu | Rhator I

Click on an asterisk or assignment grade to Grade | WOL-M | WO1-M | WOL-W | opoer-
enter a score. T. ¥ s

Sort By % | DAIL DAIL AT
100 100 100

Students 86,52 79.57 .00

1 8 B A 7373.00% 65 BO * 73
2 B Ll 9393.00% 85 il CEE
3 2 e 9595.00% a0 100 *| 95
4 & pougaes | 7575.00% a0 &0 | 75
5 2 4) 2030 00% 0 S + a0

FIev

[y [=ris @ Warm up| @J Save Mass Assign Options

< Posk to Family Ac Week 2 - Tuesday - Und
# Post ko g;:,';t R, Category: DAIL - 50% Maxej: 100 ' s _’ * Assign Scores ta
1 Un-scored Students: | Mark Un-scored 25 0 and Missing chalh 100] £ 100
Special Ho .@r'er':“ .
Students Absent Score Code Count  Missing  Comment Adjust Scores by
Mass Assign: v 0l prs
; . Remove Scores
1 u Free Warmup Coupon
r ¥ J Asgign Mo Count
Z 6-"J"-. 8‘* @J @..) Tumed in 1 day late Gj Remove No Coun
3 o Dag chewed up my work Remove Missing
" 100 @J- Apply
A. Score: Enter scores in this column. If you enter a score higher than 100, you will receive a warning

message, but it will not prevent you from entering the score. Leaving a score as an asterisk does not affect
the students’ average.

B. No Count: If checked, this will exempt the student from the assignment and it will not affect their average. If
a score is already entered and this box is checked, the grade will not count. If marked as No Count, the
score will be boldfaced in the gradebook.

C. Missing: If checked, it will flag the student as not having submitted the assignment. The Missing Assignment
indicator allows you, Administrators, and UIL Activity Sponsors to easily generate a list of missing
assignments for students. This indicator has no effect on their average. For a student who receives a “0” for
a missing assignment, you will need to enter a “0” as their score in addition to checking this checkbox. If
marked as Missing, the score will be boldfaced in the gradebook.

D. Comment: If needed, you may leave a short comment (up to 30 characters) regarding the assignment.
Assignment comments will be visible to both students and parents.

E. Mass Assign Options: This utility allows you to score all students at once.

F. Mark Un-scored as 0 and Missing: For any asterisks that remain, after scoring, this utility will change them
into a “0” and flag them with the Missing indicator.

G. Prev/Next: Clicking either Prev or Nextwill prompt you to Save before advancing to the previous (left) or
next (right) assignment in the gradebook’s assignment display order.

H. Save/Undo/Back: Save will save the scores and return to the previous screen. Undo will discard all
changes made to the score entry screen. Back will return to the previous screen without saving grades.
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Quick Grading PK - 1st Grade (Standards Gradebook)

Audience: Teachers who have a Standards Gradebook
Purpose: Quick grading allows you to enter scores for multiple Assignments on one screen.

Chescription

Orchastra [[ D@ Grodeboek
Beq orch 1

G
=
4

Step 1

From the menu bar in the gradebook. click Quick Grading ‘ Quick Gl"ﬂding

* Enter scores freely. Pressing the Enter key will advance to the next student. Amow keys will facilitate
more convenient score entry without the need for a mouse.

* A= you enter scores, the Term average will be recalculated in real-time.
»  Grades that have changed since entering Quick Scoring will be highlighted in Green.

o  Click Save often to 2ave your progress. When done entering scores. click Save and Back.

<4l  Quick Grading &5 My Print Queue
T Tl T1 T [ Back
Writi Wit Writi
—— writi Wit | save
- | save and
o e —
: B [+ | | rr | | |__Undo
s 2 I | TR Show
. B S LI BT | petals |
s 8 R O BT S
. 8 R —
.2 N —
. 8 R [ (.
S . R c—
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Quick Grading 2nd — 5" Grade (Secondary Gradebook)

Audience: Teachers who have a Gradebook (Secondary) Description
Purpose: Quick Grading allows you to enter scores for Orchestra I B 8
multiple assignments in one screen. Beg Orch 1 standards Gradebook

Quick Grading |

From the menu bar in the gradebook, click on Quick Grading. AREH | w =
DAL
100

DAIL
100 100
.91 | 80.51 | 8764

55 80| 2| B2

&

o Enter scores freely. Pressing the Enter key will advance to the next student. Arrow keys will facilitate more
convenient score entry without the need for a mouse.

As you enter scores, the Term average will be recalculated in real-time.

Grades that have changed since entering Quick Scoring will be highlighted in Green.

Click Save often to save your progress. When done entering scores, click Save and Back.

Double-click on a cell to display the Cell Details window, where you can mark “No Count,” “Missing,” or leave
a comment for a particular grade (Comments are visible in Student and Family Access).

Term Creati  Warmu [ Back |
Grade Wo2-W Wo2-T A —
PR 07/31 07/30 | save |
Mad DAIL
Save and
100 100
Back
85 85.00%5  |* | [ undo |
93 93.00% 85 o0 | Show
'Cell’
91  91.00% B3 |96 | Details
81 81.00%385 |77 |  student Score Detail £ My Print Queue
0 s R
Student: A —
} 86 86.00% 77 94 | e (_undo_J
Description: Warm up[ - T —
Due Date: Tue, .
Week: Week
Score: E of 100
Spedial Code: | v
Mo Count: ||
Missing: [ |
Comment: | |
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New Butfton K — 1sf grade (Standards Gradebook)

Audience: Teachers who have a Standards Gradebook Description
Purpose: To illustrate the best methods by which to transfer prior  orchestratrg s Gradebook
grades for New Students. Beg Orch 1  Standards Gradebook)
Class T1
. . . Grade :
For each subject, click on the New button to begin. Options+
: ’
Students
' Note: 1—2,
If the student transfers from an out of district =

2 e
2
2

campus, please consult with your campus
administrator.

U T R S

Check the box labeled, “Do not display NEW by this student’s name.” For Homeroom, no further action is required
after you check this box.

New Student

was added to this class on
Do not display NEW by this student's name

When you click on the New Button, you may be presented with a set of up to 5 Options which allow you to
transfer priorterm grades.

1. The best course of action is Transfer Scores
to always use Option 2. Option #1 - Auto-Transfer Scores from Dropped Section of this Course Option not Available
2. If Option 2 is not available,
use Option 3. If you have
not received the
student’s prior term Qj Option #2 - Transfer Assignment/Term Scares From a Dropped Class Mansally Transfer Scores
grades, ask their prior
teacher to provide them to

has nat dropped any sactions of this course

Chooese this aption o manually trancfer o enber | assignment 2nd berm grades v bsed on 2 dropped dlass

you. Use Dropped Class: Mot Selected  (Select Drppoed Class]
*% H 1
Ogt?ctlr?; Z%f:gltlsk?htgiuol:cl’heerli @ Option £3 - Hanually Enter Term Scares Manually Enter Scores
term average by integrating the Chogse thes option (o mamually enter term grade percents for dosed grading periods
student’s average from the
previous class into your current Option #4 - One-Click Transfer Term Percents from Dropped Section of this Course Option not Available

term gradebook. In Term 1, Option
5 is the only viable option.
Beginning with Term 2 and onward,
Option 5 may be used in Option #5 - Enter a Starting Grade Percentage for the Current Term Enter a Starting Grade
conjunction with Options 2 and 3.**

There are no term percents that may be transiemed
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If available, Option 2 is the preferred method by which to transfer prior Report Card grades.

Option #2 - Manually Transfer Event/Term Scores From a Dropped Class @ MNext
Choose this option to manually transfer | term grades only ¥ | based on one of 6 dropped dasses Q) j
Use Dropped Class: 0002 / 03 (Hide Dropped Classes) @
Classes
@. Entity Class Teacher Drop Date
A 125 - PECEN GROVE E 5 o001 / 03 W K& TELINING TE 0B/26/719
) 125 - PECEN GROVE E 3 o002 iz INING TE ag/s2e/19
125 - PECEN GROVE E 5 o003 K&z TELRINING TE 0B/2&/19
125 - PECEN GROVE E S 0004 EG TRLINING TE 08/26/19
125 - PECEN GROVE E 3 oD0Ss EG LINING TE ag/s2e/19
125 - PECEN GROVE E 5 0008 / 03 Health Kinde K&z TELRINING TE 0B/2&/19

A. Choose Term Grades Only.
B. Click on Select Dropped Class.
C. Select the dropped class which matches that of the current subject.

D. Click on Next.

For each available term, enter the grade marks that you see from the dropped class into your class.

Click on Save and Next when complete. Repeat this process for Option 2 for each subject until you have arrived to
Save and Finish.

]
! &l ™| Transfer Grades £ My Print Queus 4 Back
l |Transfer Skill Term Grades for | I Save and Next I
|
|
[ 0002 / 03 (Dropped) Enter Grades for 0002 / 05 Reading Kinder
[ View Grade Marks
T1 T2 T3 T4 T1 T2 LE] T4
Subject/ skill Grade | Grade | Grade | Grade Grade | Grade | Grade | Grade

Overall Term Grade

Reading M

Retelling Texts Read Aloud PF PF

Retelling of Independent Reading

Characters and Themes in Literary Texts Read .

| Monitoring Beginning Reading PF PF
| Phonological Awareness PF PF
! | Phonics, Spelling, and Word Study PE PF
: Concepts About Print PF PF
| | Response to Reading PF PF [
i Instructionzl Reading Level
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Click on Next.
Transfer Grades

Option #3 - Enter Term Grades
Choose this option to enter term arades for closed grading periods

Use Option 3 if Option 2 is not available. Ensure that you have the student’s prior grades before you proceed.

MNext

Enter the grades for each available term and then click on Save and Next.

Repeat this process for Option 3 for each subject until you have arrived to Save and Finish.

Transfer Skill Term Grades for

Enter Grades for 0002 / 05 Reading Kinder

View Grade Marks
T1 T2 T3 T4
Subject/skill Grade | Grade | Grade | Grade
Overzll Term Grade
Reading
Retelling Texts Read Aloud PF
Retelling of Independent Reading
Characters and Themes in Literary Texts Read .
Monitoring Beginning Reading PF
Phonological Awareness PF
Phonics, Spelling, and Word Study PF
Concepts About Print PF
Response to Reading PF
Instructionzl Reading Level

Save and Next

Special note: To make student’s grade change visible on their report
card, you must complete and submit a Grade Change Request.
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New Button 2nd — 5th Grade (Secondary Gradebook)

Audience: Teachers who have a Gradebook (Secondary) Description
Purpose: To illustrate the best methods by which to transfer prior Orchestra 11 B 8
grades for New Students Beg Orch 1 Standards Gradebook

Every student’s Final Average is calculated from their Semester Averages. The Semester Average is calculated from the
students’ Term and Semester Exam grades. When new students are enrolled in your class, any prior existing report card
grades must be transferred into your gradebook in order to calculate an accurate Semester and/or Final Average.

For each subject, click on the New button to begin. Class 1
Grade  ptigns~
! Note: Students
If the student transfers from an out of district 1 g,
campus, please consult with your campus 2 2
administrator. 1 2
s 2

Check the box labeled, “Do not display NEW by this student’'s name.”
Mew Student

was added to this dass on Monday, .
From 3006 [ 302 |

#| Do not display NEW by this student's name.

When you click on the New Button, you may be presented with a set of up to 5 Options which allow you to transfer prior

term grades. S

3. The best course of action is to always Option #1 - Auto-Transfer Scores from Dropped Section of this Course Oiption nat Avadable

use Option 2. has nat drapped 2ny sactions of this course

4. If Option 2 is not available, use
Option 3. If you have not received
the student’s prior term grades,
ask their prior teacher to provide
them to you.

‘_!; Opition #2 - Transfer Assignment Term Scores From 3 Dropped Class Manually Transfer Scores

Choose this aption f manually trancfer or enber | assinment 2nd term grades * hased on 2 dropped dass
Ulse Drepped Class: Mot Selected  [Sefact Denpoed Clase)

**QOption 5, unlike the other Options,
affects the current term average by
integrating the student’s average from
the previous class into your current term Chose this option tn mamually enter term grade percents for dosed grading peviods
gradebook. In Term 1, Option 5 is the only
viable option. Beginning with Term 2 and
onward, Option 5 may be used in
conjunction with Options 2 and 3.**

@,J Dption #3 - Manually Enter Term Scores Manually Enter Scores

Option #4 - One-Click Transfer Term Percants from Dropped Section of this Course Oiption not Availabie

There are no berm percents that may be iransfermed

Option #5 - Enter a Starting Grade Percentage for the Current Term Enter a Starting Grade
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Option 2 is to be used when a current student has had a level change, changes to another course, or transfers
from another FBISD campus.

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

Choose this option to manuzlly transfer or enter | term grades only o v | based on 2 dropped class '
Use Dropped Class: MA212 / 001 (Hide Dropoed Classes) @

Entity Class Demnptmn Teacher Drop Date

©)- 212 001

1. Term Grades Only. Class EL121 / 004 (Dropped) Enter Term Grades for EL121 /003 Q 6
Report Current | Current | Report New ‘ﬁ
2. Click Show Dropped Term |Grade | Percent o4 Term | Grade | Percent |Card | Adiustment | o g, Percent
Classes (the link will PR1 |94 94.00% PR1 b "
change to Hide Dropped
C. /85565) PR2 |95 O5.00% PR2 i o
T 96 06.00°% T 06.00% | o6 e 06.00 B
3. Select the previous class.
PR3 |84 84.00% PR3 i o
4. Click Manually Transfer PRa |04 ©4.00% PR4 . "
Scores.
LF4 G4 04.00% 12 04.00% | o< it 04.00 B
3. Inthe New Percent se1 |;m 91.00% SE1 Exam Score: 91 /100 ponts
column only, enter the
prior Term and Semester s1 (%4 $4.40% 51 o
Exam grades (if = PRS - %o
applicable). | | ! ! !

6. Click Save Term/Exam — _ —
Grades and Enter Semester Grades. @ Save Term/Exam Grades

and Enter Semester Grades

7. The S1 Grade will be automatically calculated based on the scores Save Semestor Grades
you entered in Step 5. Do not change the S1 Grade or type a new @) and Finish
S1 grade. Click on Save Semester Grades and Finish.

Special note: To make student’s grade change visible on their report card,
you must complete and submit a Grade Change Request.
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previous terms (not assignments).

1. Click Manually Enter Scores.

Option #3 - Manually Enter Term Scores

I Manually Enter Scores I

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

2. Inthe New Percent column only, enter
prior Term and Semester Exam grades
applicable).

3. Click Save Term/Exam Grades and
Enter Semester Grades.

4. The S1 Grade will be automatically
calculated based on the scores you
entered in Step 2. Do not change the
Grade or type a new S1 grade. Click
Save Semester Grades and Finish.

Change Request.

PR1 i b
PR2 ia B
m 94,00% | 94 o 94,00 %
PR3 o %
PR4 G %
51 %
SE1 Exam Score: 78| /100 paints

12 92.00% | 92 m‘ 92.00 %

Special note: To make student’s grade
change visible on their report card, you
must complete and submit a Grade

e save Term/Exam Grades

, ) and Enter Semester Grades
0 Save Semester Grades
J and Finish

Option 3 is to be used when Option 2 is not available, a student is new to the district, or is returning to FBISD
from another school district. Grades are to be provided by campus administration. Grades will be entered in all

the
(if

St
on
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In Term 1, Option 5 is the only viable option. Beginning with Term 2 and onward, Option 5 may be used in
conjunction with Options 2 and 3.

As you can see below, a new student enrolled to class between 1/23 and 1/29; thus, no assignment grades are

present.
Pythag Lz W Sp | QuiziP | Test 1 CP5 PRS W T
W21-M | W21-T |W21-Th| W21-F | w22 Cptionsw | W23-T
01f14 01f15 01f17 01f18 01/23 01/29
DAl DAl DaIL DaIl MA] Dall
100 100 100 100 100 100
74,62 F3.65 25,50 20,32 F2.60 Q0.00
MEW + * * * + BE
100 A0 B3 04 62 L a2
1. For Option 5, click on Enter a Starting Grade.

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

2. Enter the student’s current Term average from the dropped class. This will affect only the assignment
grades whose due dates occur before the student start date.

3. Checkbox: Overwrite existing assignment scores
4. Click Apply Grade Percent.
Set Starting Grade for é'ﬂl;
Percent
The Starting Grade Percent will be applied to each current term assionment that was due before Start Date. &6
Starting Grade Percent: 84.00/% 84
Student Start Date: | 790 El (Enroliment Date is ) e},

#| Qverwrite existing assignment scores

MOTE: Due to rounding, the current term percent may not exacty match the Starting Grade Percent that you enter,
All assignments with a max score of zero and thoss with Benchmarks attached will b2 marked No Count and nat scored,

Option 5 mass assigns the entered grade into all ungraded assignments prior to the students’ enroll date in your class.
You need to have assignments in the Term to mass assign grades. If there are no assignments, then Option 5 will not

work.

Pythag | Quizz |Cw:Sp| QuizzP | Test1 | ©PS | PRS | cw: Tr

WZ1-M | W21-T |W21-Th| W2iF | wez-w Cptionsw | W23-T

01/14 | 01/15 | 01/17 | 0118 | D1/23 01/29

DAIL | DAL | Dall | Dall | maj DAL

100 100 100 100 100 100

7462 | 73.65 | 8550 | m93z | 7260 90,00
new | < 84 a4 a4 a4 a4 84> g6
100 70 e oz A 77 a2

Special note: To make student’s grade change visible on their report card, you must
complete and submit a Grade Change Request.
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Combined Gradebooks 2nd — 5 Grade (Secondary Gradebook)

Purpose: Combine multiple gradebooks into a Master Gradebook.

Audience: Teachers with multiple Secondary Gradebooks in a given class period.

CP1 PR1 CP2 | PR2 | CT1 T

Options~ Options~| Options~

- e
B
(=
&

%)

i)
@
%
=
(=9
©
ES
5

(54

cP1 | PR1 | cP2 | PR2 | cT1 T

PR1 CcP2 PR2

Options+ Options

Options

Teachers who teach multiple courses in the same class period will have a separate gradebook for each course. This
may duplicate the effort needed for grade entry if several classes are to share the same assignments for the entire
duration of the course. By combining the gradebooks, you can view and enter grades (but not take attendance) for
all students in the same period on the same screen without needing to switch classes.

st

Options Options| Options~

ra
&)

@
B
w

s
13

ey

=

(1|
e

b
&

cPL | PR1L | cP2 | PR2 | el

Options~. Options~,

m’ne

@
s

-
i

b e|
=
il

[l

cP1 | PR1 | cP2 | PR2 | cT1 T

Optons~ Optons= Optons~

(24

@
=
]

wletm
IS

i)

m»
e i3]

Sla
B

IS

i)

7| s

gradebook attached to it will be designated as the Combined Classes.

To ensure the integrity of the combined gradebooks, you
must heed the following restrictions:

Class
e Itis recommended that combining gradebooks is F
to be done before you create any assignment.
e Classes that are to be designated as a Combined

Class cannot have any existing assignments. If
they do, you must delete them before combining.

e However, if there are any assignments present in
the Master Class they will remain as a master
assignment for all the combined classes.

Master Combine

Period Class

1 FO212 f
1 FO222 |
1 FO232 /
1 FO242 |
5 FO217 /

e The Message Center and most reports do not recognize combined classes.

e You cannot take attendance for multiple class periods using combined gradebooks.

When combining gradebooks, one of the gradebooks must be set as the Master Class while each additional

Description

Orchestra I
Orchestra II
Orchestra II1

Orchestra IV

Cirrh et T

e Do not separate a combined gradebook after you enter grades. Separating a combined gradebook WILL

cause the loss of existing grades and assignments.

(1]
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From the My Gradebook screen, click on Combine Multiple Classes into a Secondary Gradebook.

<. |- My Gradebook

J Current Year Classes ([0 R =Tl e BT

Classes: @ All (O Current () Meeting Today | Reports for All Classes » | | Posting Status ~ |
Dept Subject Terms Period Days Meet Class Description
LIT WG 1-4 1 MTWRF 55411 [ 014 World Geo Prea Gradebook
LIT WG 1-4 2 MTWRF S5411 [ 002 World Geo PreA Gradebook
LIT WG 1-4 3 MTWRF 55411 f 001 World Geo Prea Gradebook
LIT WG 1-4 3 MTWRF 55411 [ 003 World Geo Prea Gradebook
ATH FE 1-2 (7] MTWRF PB2621 J 001 Basketball 3 YR. G Gradebook
ATH PE 1-2 7] MTWRF PB2631 J 001 Basketball 4 YR G Gradebook
ATH PE 3-4 ] MTWRF PB2622 J 001 Basketball 2 YR G Gradebook
ATH PE 3-4 7] MTWRF PB2632 J 001 Basketball 4 YR. G Gradebook
ATH PE 1-2 7 MTWRF PB2131 J 001 Basketball 1 YR G Gradebook
ATH PE 3-4 7 MTWRF PB21322 J 001 Basketball 1 YR. G Gradebook

[ | Combine Multiple Classes into a Gradebook - | | ]

Select a Master Class.

Select Classes to Combine into a Gradebook

Master Combine

Class Class Period Class Description Entity Course Length Control Set Department Subject Curriculum
6 PB2621 / 001 Basketball 3 YR G 016 SEMESTER SEMESTER 1 ATH PE PB2621 - Basketball 3 G
6 PB2622 / 001 Basketball 3YRG 016 SEMESTER SEMESTER 2 ATH PE PB2622 - Basketball 3 G
O 6 PB2631 / 001 Basketball 4 YR G 016 SEMESTER SEMESTER 1 ATH PE PB2631 - Basketball 4 G
6 PB2632 / 001 Basketball 4 YR G 016 SEMESTER SEMESTER 2 ATH PE PB2632 - Basketball 4 G
O T PB2131 / 001 Basketball 1YRG 016 SEMESTER SEMESTER 1 ATH PE PB2131 - Basketball 1 G
7 PB2132 / 001 Basketball 1YRG 016 SEMESTER SEMESTER 2 ATH PE PB2132 - Basketball 1 G
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Select your Combine Classes.

The classes you select as your Combine Classes must not have any assignments or you will have to delete them.

Select Classes to Combine into a Gradebook

Master Combine

Class Class Period Class Description Entity Course Length Control Set Department Subject Curriculum
(] 6 PB2621 /001 Basketball3¥R G 016 SEMESTER SEMESTER. 1 ATH PE PB2621 - Basketball 3 G
(] 6 PB2622 / 001 Basketball3¥YR G 016 SEMESTER SEMESTER 2 ATH PE PB2622 - Basketball 3 G
(] 6 PB2631 / 001 Basketball4¥YR G 016 SEMESTER SEMESTER. 1 ATH PE PB2631 - Basketball 4 G
(] 6 PB2632 [ 001 Basketball4 YR G 016 SEMESTER SEMESTER. 2 ATH FE PB2632 - Basketball 4 G
(] 7 PB2131 /001 Basketball 1YR G 016 SEMESTER SEMESTER. 1 ATH PE PB2131 - Basketball 1 G
O 7 PB2132 / 001 Basketball 1YR G 016 SEMESTER SEMESTER 2 ATH PE PB2132 - Basketball 1 G

C.ombine
lazses

Click on Combine Classes.

You will receive one of two possible prompts:

O coreecs O]

confirm the risks before All Gradebook data will be deleted, including backups and archived assignments,
proceeding with combining the from classes that are being combined with the Master Class.

gradebooks. Click on Combine This process cannot be undone once you click Combing.

to proceed.

Are you sure you want to combine the selected classes?

Combine Cancel

Thisprompt alerts you that you [ 5]

will be unable to combine You have selected a class that has Gradebook assignments. You must delete all the

because one of the Combine assignments betore the Gradebook can be merged.
Classes has at least one

assignment. You will need to
delete any assignment before

proceeding. _ OK
-+ Documentation Type: End User How-To Guide Pageb2
-+ Created by: SIS Support Team
2 H Last Modified on: 10/9/2019
® Fort Bend ISD

Student Information Systems



A. At the bottom of the screen, you will now be able to select the Combined Gradebook to show all students
from the selected combined classes.

B. Clicking on Individual Gradebook will open the gradebook to show only the students enrolled in that
particular class.

C. If necessary, you may continue to combine additional gradebooks by clicking on the Combine Multiple
Classes into a Gradebook button.

D. The option to Separate Classes from Combined Gradebook will now be available to restore the default
gradebook selection.

[Cem e v e

Classes: @ All () Current () Meeting Today | Reports for All Classes = Posting Status ~
Dept  Subject Terms Period Days Mest Class Description

LIT WG 1-4 1 MTWRF 55411 f 014 World Geo Prea Gradebook
LIT WG 1-4 2 MTWRF 55411 /002 Warld Geo Pred Gradebook
LT WG 1-4 3 MTWRF S5411 /001 World Geo PreA Gradebook
uT WG 1-4 5 MTWRF 55411 /003 World Geo Prea Gradebook
ATH  PE 3-4 6 MTWRF PB2622 | 001 Basketball 3 YR G Gradebook
ATH PE 3-4 6 MTWRF PB2632 /001 Basketball 4 YR G Gradebook
ATH PE 1-2 7 MTWRF PB2131 /001 Basketball 1 YR G Gradebook
ATH PE -4 7 MTWRF PB2132 f 001 Baskethall 1 YR G Gradebook

| combined Gradebooks |

Combined Gradebook: Basketball 3 YR G [ 001 @M
Dept Subjet Terms Period DaysMeet  Class Description
ATH PE 1-2 & MTWRF PB2621 [ 001 Basketball 3YR G Individrz=s
ATH PE 1-2 6 MTWRF PB2631 f 001 Basketball 4 YR G Indivbd%

Combine Multiple Classes into a Gradebook - Entity 016 Separate Classes from Combined Gradebook - Entity 016

CJ ®
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Emailing Progress Reports

Introduction

Audience: Teachers, grades 2-5
Purpose: Overview of procedures of Emailing Progress Reports.

Select any Gradebook, but not the Standard Gradebook.

Class Description?
3000/ 304 Homeroom Grade 3 Stai:ids Gradebook
3001/ 303 Lang Arts Grade 3
3001/ 304 Lang Arts Grade 3
3001/ 304 Lang Arts Grade 3
3002/ 303 Reading Grade 3
3002/ 304 Reading Grade 3
3005 / 303 Soc St Grade 3
3005/ 304 Soc St Grade 3

A. Highlight the template 900.
B. Click Clone Template.

3006 / 201 Prd:2 Health Grade 3 -
Report: Email Progress Detail

Seq # Report Template Name ( Create Emails |
Curr Term;No Count;Ungraded; Commenits;Sig;Attn Totals _

910 Curr Term;Mo Count;Comments;Sig; Attn Totals [ Add a new Template |

820 Curr Term;Mo Count;Ungraded; Comments;Sig;Mo Attn |‘ View parameters of Template '|

930 Curr Term;No Count; Comments;Sig;No Attn

|;_®l Clone Template J

( Select Different Classes |

C. Name your Report Template. Note:
D. Click Save Ignore the Sequence number.
’ It is used only to change the
order of the report templates.

Report Templates | €5 My Print Queue 4 Back |

Clone Report Template 900 - Curr Term;No Count;Ungraded;Comments;Sig; Attn Totals.

Sequence #: @jSave |
| Back |

Report Template Name: |Progress Repurﬂ 0' |
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@) Email Progress Detail Report for 3006 / 301 Prd:2 Health Grade 3
10 - Progress Report
Grades and Students to Print

Display Grades and Assignments for Term: | Current Term : ¥ eis:ave J
)" only print students with a grade mark of | 100 ¥ Undo |

)" only print students with | less v |than | | percent [ Back |
/" Only print students with | lass v |than | | absences
Recipients

¥ Guardians | Students
Report Format
Header Area
¥ Display Student's Name ¥/ Display Attendance Totals || Display Student's Advisor

) Display Student's ID I only for Selected Term || Display Grades for Previous Terms

Free Form Header

Label 1: |Progre55 Report 3 |

Label 2: | |
Category Totals

¥/ Display Category Totals

Assignment Detail Fields to Print
| Do Mot Print Assignmeants Markad as 'No Count' | Assignment Comments
| Do Mot Print Ungraded (*) Assignments I assignment Detailed Description
| Do Mot Print Assignmeants Not Posted to Family Access I-J Missing Indicator and Reason
L Group Assignments by Category I/ Earned and Possible Points

L) Percent Earned
¥ Grade Mark
) Special Codes
Special Codes Legend
) Absences
Absences Legend
Date Sequence of Assignments () pascending (newest to oldest)
'® Ascending (oldest to newest)
Footer Area
|| Display List of Missing Assignments
LI Display Teacher's Log
¥/ Display Signature Line
) Display Guardian Signature Line with Course and Teacher Names
Free Form Footer
Label 1: |

|
Label 2: | |
|
|

Label 3: |
Label 4: |
Class Comment

Comments that are entered here will display for all Progress Reports under this template.
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E. Selectthe grading term and the information you would like included in your progress reports.

Grades and Students to Print

e Display Grades and Assignments for Term: Select the term/semester/final grading period
that will be used to generate the Progress Report.

e Only print students with a grade mark of: Allows you to only print the progress report for
students receiving the selected grade.

e Only print students with less/greater than percent: Allows you to print the
progress report only for students receiving a grade less than or greater thanthe selected
percentage.

e Only print students with less/greater than absences: Allows you to print the

progress report only for students with less/greater than the selected amount of absences.
e Recipients: Allows you to determine who will be receiving the email.
e Guardians
e Students

Report Format
e Header Area:

e Display Student’s ID

e Display Attendance Totals - This option will print a single line withsummary
attendance totals.

e Only for Selected Term - This option will be available only if you select to Display
Attendance Totals. Only the attendance totals for the selected grading period will
display with this option selected.

e Display Student’s Advisor

e Display Grades for Previous Terms - This option lists the overall gradesthe
student has achieved in the same class for each previous term.

e Free Form Header - Allows for information entered in this space to print at the top of each
report.
e Category Totals

e Display Category Totals - Shows how the student performed in each of the

categories used in the Gradebook. It will also display how the grade iscalculated.
e Assignment Detail

e Do Not Print Assignments Marked as ‘No Count’ - Assignments not includedin the
student’s grade will not appear on the report.

e Do Not Print Ungraded(*) Assignments - Any assignment not scored will not be
included in the report.

e Do Not Print Assignments Not Posted to Family Access - This option allows you to
exclude assignment from display that are not selected to display in Family Access.
This option may be unavailable (grayed out) because the entity forces all
assignments to display in Family/Student Access.

e Group Assighments by Category - If this option is selected, it will
sort the assignments based on category instead of by date.
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e Fields to Print

Assignment Comments

Assignment Detailed Description - If this option is selected, it prints boththe
description and detailed description.

Missing Indicator and Reason - If this option is selected, it prints the statement
“Assignment is marked as Count as Missing.”

Earned and Possible Points

Percent Earned

Grade Mark

Special Codes - Fort Bend does not use.

Special Codes Legend - Fort Bend does not use.

Absences - This option display a column on the report showing whether the student
wasn’t in attendance the day the assignment was due.

Absence Legend - This option prints a legend of what the Absence codes
signify.

e Date Sequence of Assignments: Select how the assignment will sort on the report.

Descending (newest to oldest)
Ascending (oldest to newest)

e Footer Area

Display List of Missing Assignments - This option prints a separate listing of
assignments that are either marked as missing or are unscored and past thedue
date.

Display Teacher’s Log - This option allows you to print the entries created inthe
Teacher’s Log.

Display Signature Line - This option adds a space for parents/guardiansto
acknowledge receipt of the report.

Display Guardian Signature Line with Course and Teacher Names - Youcan select
either this option or the Display Signature line. This option prints a signature line
with the label of Guardian Signature. It also prints the course information and
teacher name.

Free Form Footer/Class Comment - Allows for the information entered in this space to
print at the bottom of each report

F. Click Save.

FBISD,
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G. Highlight Report Template
H. Click Create Emails to email to only One class
I. Click Select Different Classes to email to multiple classes

3006 / 301 Prd:2 Health Grade 3 -
Report: Email Progress Detail

Seq # Report Template Name @) Create Emails

10 Progress Report —

900 Curr Term;MNo Count;Ungraded; Comments;Sig;Attn Totals . Add a new Template

910 Curr Term;MNo Count;Comments;Sig; Attn Totals Rename Template

920 Curr Term;No Count;Ungraded;Co_mments;Slg;No Attn Modify parameters of Template
930 Curr Term;No Count;Comments;Sig;No Attn ; g

Delete Template
Clone Template

Oj Select Different Classes
-,

The Class Selection displays all classes in your gradebooks that are available to send via email.
J. Click Create Emails

Class Selection I My Print Queue 4 Back

Class List for
For

| Select All | | Clear All

ﬁ Terms Period Class Description o Create

’ 1-4 2 3006 / 301 Health Grade 3 * Emails |
td 1-4 3 3003 / 302 Math Grade 3 . Back J
td 1-4 5 3004 / 302 Science Grade 3
td 1-4 g 3006 / 302 Health Grade 3
td 1-4 9 3003 / 301 Math Grade 3
td 1-4 10 3004 / 301 Science Grade 3

\ td J -4 11 3000E / 301 Enrichment Grade 3

The Student/Guardian Selection displays all students and guardians for each class. Individuals without an
email address will not be available for email selection. After verifying the recipients of the email and report,
click the Next button.

Student/Guardian Selection = My Print Queue

Student List for Multiple Classes
For~

Select All to Email || Select All to Print
Clear All to Email ||_Clear All to Print | Prev
- | Student List for 3006 / 301 Health Grade 3
Student
Guardian Email Report Print Report Email Address
.fortbendisd.com
rl Dgmail.com
2 @fmstex.com
@student.fortbendisd.com
# 3 Dgmail.com
rd afmstex.com
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Recipient Options

Send samples to (yourself) and don’t email guardians/parents - This option allows you to send
test emails to yourself.
[ ]

Send a copy of all emails to (yourself) - This option allows you to sendyourself an additional

copy of every email generated by this process.

Text Options
e Enter Text of Email - Allows you to enter any text you would like included inthe email body.

After verifying the Recipients and Text Options:

K. Click the Process Email button. The job processes in the Print Queue. You will receive the

progress report for those parents/students without an email address, and you will receive a
report showing the error message or email status.

Email Setup g My Print Queu
Email Progress Report Setup
Y4 Process
Emails
Prev
Recipient Options
Send samples to

and don't email guardians/parents
Send a copy of all emails to 1

@fortbendisd.com)
Text Options

Email Summary: Progress Report for [Student Name] in [Class Name]
Enter Text of Email: |

FBISD,
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Printing Progress Reports PK — 1st grade (Standards Gradebook)

Introduction

Audience: Teachers. grade levels PK-1
Purpose: Overview of procedures for pninting Progress Reports from the Gradebook.

& Click a gradebook. Class Description
0050FD /001 Prekindergaten Full Day @mmmmmm

Reports = ! Options » ' Quick Gradi
Attendan
Detzil Report i
C. Select Progress Reports Summary Report by Class
Gradebook
Grade Sheet Report

Event Listing 3

B. Click Reports.

W

D. Click 802 Progress Report
Report Templates

OO50FD | 001 Prd:i Prekindergaten Full Day -
Raport: Progress Baport
Seq #  Report Template Hame

10 S5 Test
B0 TefcianCy Repoat
Aol K Pragress Rapoit,

Frogress Report I:l
a0 & Skils;all Evants; &9#; Grade Mark Legend;Sig
ain Gracled Slalls; Graced Events; &tinzGrade Wark Legend;5ig
920 & SkillsiNo Events; Attn; Grade Mark Legend;S5ig
230 Gradad Skl Mo Evente At Grade Hark Ligand Sig
040 Current Tarm Oniy; &l Skis;all Bvants; AbingGrade Mark Lagend;Sig
550 Current Term Gnby;&ll Skils; Mo Evenbs;dtingGrade Mark. L=gend;5ig
CL] Current Class Onby:l Skl e Eyestszittn; Grade Mark Legend:Sig
a7 Curens Class Onbyal Skilg iy Evenis aimn; Grade Mark Legend;Sig
98D Curment Tans OniyCumast Class Only Al Siils a8 Ewants, Attn: Grade Mark:Si
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E.  Click Print to print for all classes
F.  To pnntfor selected students only, click Select Different Students
G.  To pnnt for only one or multiple classes, click Select Different Classes

{_@ Print J

| Add a new Template |

_ View parameters of Template |

| Clone Template |
e lect Different Students |
" JSeIect Different Classes |

H. Click Display Report to preview the report before printing.

JIE3S REpWIL VUJUruUvl rien rw

Jress Report 0050FD/001 PreK FD

s Report Finished Processing

The report Progress Report has finished processing.

|_® Display Report
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Note:
Only graded subjects and skills will

print on the progress report.

FECAN GROWVE E 5 HTlLH

Frograss Report for

FF = Proficlant BG = Progrsanling OF = Ceesloplng
Hm Het [CHH = Did Kot Hsst

Grade Mark Legend
FPPRCR ICINNT, POeRROGRERSIN, DW=DEVELORING, WeMET; Cili=DID BOT MEET;

Ceuram: O054rp / 001 Prakindecgatan Full Day Taachac:

Clazs Gradsa

| EFaTiqant
Syllabiisa
Rhismdrsy Werdm

ducstanding Word Pazks {4
Latbwr Jdantificatién
Lazcer Sound Reccgniclan
Compresenalon of Tedt Resd Aloud
: Pxink Concupks
» Wrikdrwy &8 & Frocsas and 4 Msans of Comsunacation

Araracy | Rasding and Welting )

I Language and Commnication L]
Liatening Compoatanalon rr
Spasklzy {Convecsazlon}

Vockbalary

: Hpesch Produekios

¢ Sankeyowm SBkEzuckmcw

Hathematica H
: Counklsg rr
¢ Rddarg Toi/Taking Axay

L ety

Madsucamink

Sorkw

FazCacze

+ Dwra azd Graphisg

| Soclal Studies K
Feapls, Faac, & FraAsnc FF
Ecanpmics

raogoagphy

Citimszship

| Bolanod H
: Physi=al Scilancs rr
Lifs Rzisnce

¢ Earch Sclance

! Filna Arts ]
¢ Huaig

t1 Boolal Emotionsld M
Sulf Maqulatisn Bahavior rr
Emociceal Concmal

¢ Gelf Corzrel - Comaenl of Aztencicn

: Palaklorahip with Okheacs

:t: Phymical Devslopmant ]
Grogs MoTor F
Fine Hotor

2l Fermocoal dafsty Esalth
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Printing Progress Reports 2nd — 5th grade (Secondary Gradebook)

Introduction

Audience: Teachers, grades 2-5
Purpose: Overview of procedures for Printing Progress Reports.

Class DS o
00704 Homersom Grade 3 Sl o Gradebook
JO017 303 Lang Ars Grada 3 Grade ik
3001304 Lang Arts Grada 3 Grabosk

Select any Gradebook, but not the Standard Gradebook. W01 I Lang brts Grade 3 Gradebnok
JO027 303 Reading Grade 3 Gradennk
2002 7 204 Rzading Grads 3 Grack ook
3005 7 303 Soc 5t Grade 3 Grade ook
JO057304 S0 St Grade 3

parts = | Charts » | Display Options | Quics
e ndanoe -
Detall Report

Summary Report by Class
A Click Reports. Gradebook

i Grade Sheet Report
B. Select Enhanced Multi-Class Progress Assignment Listing - By Student

Assignment Master Report
Missing Assignments
Email Progress Report
View Emailed Reports
Categary Swrmmary Report
Progress Reports
Pragress Detail
Enhanced Multi-Class Progress Report

Progress Summary

. Click Add a new Template

Report Templates =3 My Prinl Qusus 4 Back |

3001 § 203 Prd:0 Lang Arts Grade 3 -
Repar: Enhanced Multi-Class Progress Report

Seq # Report Template Name Print |

20 Prograss Report

Curr Term; No Count;Ungraded; Comments; Sig;Attn Totals [@Aﬂd a new Template |
10 Curr Term;No Cownt;:Commients;5ig;Athn Totals View parameters of Template |

e - - YR [ o e
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FBISD,

D. Enter a Report Template Name
E. Click Save

Report Templates

Sequence # 30 |

Note:
lgnore the Sequence number.

It iz used only to change the
order of the report templates.

5 My Print Oueue o Back

Ald @ new Report Template for T Enfianced Muti-Class Progress Repor,

Report Template Mame; Progress Raport @

+ Selecta Current Term

+ Under Report Header, 1 Display StudentName.
¥ Display Student ID
1 Display Student Advisor

Free Form Header Label 1: Enter the report title.
Free Form Header Label 2- Enter the curmrent date.

* (@ Print All Classes.

Raport Body

Back

‘e aarl hudents o Pl
Diiplay Cralds 384 Aacion menis bor Tam: Cumvant Tam ¢
Dindy Prin: Sfucdands with & Crada Mark of:| 101 9
(v P Saudenis i |Less v [thaa
Ok P Stk il |Less = |thaa

Frink Dragpad Sudinks [}
San
L 1

Faport Hesdar

e Hesadet

* Dicplay Sucint Hana

¥ Disglay Saudert

# Doy Shucink Acviswr

Friss Fiem il

Lakid 32 Frogues: Raport st tha rimter 1-6)
Ln”:_!l:l.ill'l (s

{Class Hiake
Digplay Actundanca Tolaks
Dy For Selncied Team

» [ Do Not Print Any Assignments or Categories. This will fade out the remaining check boxes in the
Report Body options. Whether or not these remaining check boxes are checked iz irmelevant.

Clas=es to Print for Selectad Students
) @y Print this Class
! Oniby Frint Classes Where 1 Am the Teacher
! print ll Classes
Assigniments to Print
| Do Mok Prnt Any Assignments or Categories
[wa Bot Print Assignments Marked 5 "No Count’
[ Mot Print Ungraded () Assignmants
Da Mot Prnt Assignments Mot Pasted to Family Sccess
Assignment Date Order
* pscending (O8dest to Mswast]
Descending {Hewest to Oldest)

Category Options
Diksplay Category Tatals
¥ Group Assgnments by Categary
Fields to Print
¥ Bgggnment Comments
Assgnment Detaled Desoription
" Missing [ndicater and Reason
¥ Earned and Possitile Palnts
# Sgore Eamed
* Grade Maik
+ Special Codes
Special Codes Legend
Abcanras
Absances Lagend
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Step 7

Repnrt Fosober
Shsdant Footer Class Foater
o Display Siqnature Ling o Display Cument Class Grage
Display Crack for Praviaus TaImmes
Dicplay Mizsing Ascignmants
W Despiay Term Commenrs
+ [ Display Signature Line e L Dispiay Teachar's Lag
» [ Dizplay Current Clazs Grade Lahed 1:
Label 2:
Labal 32
Labal 42
Cormment
"‘;.
Step 8
[ 4 Save |
Click Save. T
| Back |
Step 9

A Click the newly created Progress Report template.

B. Click Print to print for all classes.

C. To print for selected students only, click Select Different Students.

D. To print for only one or multiple daszzes, dick Select Different Clazses.

Report: Enhanced Multi-Class Progress Report | @ == |

Sei &  Report Template Name )
20 o Progress Repart | Add a naw Template |
A_‘.' Progress Rapart 1 | View parameters of Template |

900 = Curr Term;Ho Count;Ungraded; Comments; Sig;Attn Totals | Clone Template ]

oL Curr Tarm;Ne Count;Comments;Sig;Aftn Tatals

920 Cu Term;No CountUngraded; Comments; Sig:No At lect Different Students |
930 Curr Term; Mo Count;Comments; Jig; No Atin

Select Different Classes |
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Step 10

Click Display Report to preview the report before printing.

|Hepnrt Descriplion

|CJE|59
Enhanced Multi-Class Progress Report

30017303 Lang Arts Grd 3

Report Finished Processing

The report Enhanced Muli-Class Progress Report has
finished processing.

Back

Print Preview

HIGHLANDS E 5
Multi-Class

ress Report for T1 (
Pregreas Regert L

)
Student; Adhigar Dage: o
=
Class: Math Grd 3 / 304 Pericd: B Teacher: I
[ Current Cliss Grade-72.000% | 72 |
Class: Scence Grd 3 / 304 Period: @ Teacher:
| Currenl Closs Draden 00,055 / 100 |
Claan: Haalth Ged 3 / 304 Pariad: @ Teacker: P |
Cless: Soc St Grd 3 / 304 Peripd: 3 Taacher; m
[ Current Class GradecAS.0o% (85 |
Class: Reading Grd 3 / 204 Period: 3 Teacher: M
| Currant Class Grades76.00% | 76|
Class: Lang Arts Grd 3 f 304 Period: 4,7 Teachar; .
| Current Class Gradeci? 00, | &7 |
Claag: Musie Grd 3 § 304 Pariad: B Taachar: a |
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Entering Freeform Comments

Introduction

Audience: Homeroom teachers. grades K-5.
Purpose: Enter freeform comments for students at the end of each term.

]

Freeform comments: Sample Frasform

comment in a Repor Card

s  Are limited to up to 1,000 characters.

including spaces and punciuation marks. Teaclst Comments
=  Must be typed directly into Skyward and FIRST GEADING PERIDD SECTIN
not copied/pasted from an extemal * *Homeroon - Bas s wjustng well io second grade She
- icro=oft ord. Pa=t hars pood werk habris, and =he 15 am excellent istener. She 1
program. like M W ng dirtagr wedd in all aress. especially in st wirh akdinon aad
fl'l}l'l'l an EItEI'I'IﬂI program fﬂl’ EVEN one submaczon siralegies and place valve. Her corasve josmal
student can disrupt the Report Card Writing is right on track. Tam so plad i hove s in my class
Printing process for the entire campus. s yeart

= Spanish characters are acceptable as long
as they are not copied/pasted from an extemal program, like Microzoft Word.
s (uestion marks are not allowed.

‘

A. Within the Homeroom Standards Gradebook, click Comments.

-4 .  Main Screen

Other Access --| Classes = | Evants --| Cox e W TR |G|'a|:|e Harh;5|
Tus ?T:E i S | Citiz Cibiz
Studlsnts Atnd =
1 B
: B
3 &
+« B
s B

‘

B. Locate the grade periods open for comment posting and olick on Post Comments.

4k Comments

Grade Pariods Opean for Comment Posting @t
15T NINE WEEKS

2ND NINE WEEKS Post Comments
3RD NINE WEEHKS POST CoOMMments
4TH MIME WEEKS Post Comments
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C. Type the comments into the top box. Do not copy and paste from an external program, such as
Microsoft Word.

D. To as=ist in typing the comment, click the rectangle button to enable the Free Form Comment
Entry text box

E. Chck Save when done.
1I i Comment Entry 3 vy Pox Came
eading Dariad: NIFE WEEKS -
_ ek
Wy Cadink Cogss | Hice Sruds Cobipns | sl Legarnd

Grad 'fr _Fird filime Lagt Mg Aderls T Freeherm |
<ruckewt conties ta show great kadership and

Free Form Comment Entry

aada

Chaes Comment Entry for mom cmm
ffudint coninwes to shem great macesshio ard 1,

reiporsbity n O, ShA B CORIAUNG BB pRagreE N Thig Bk
Fate. Ber et asteiment sitnes and g folek: Wiritng

Bandheadt 2, Mot 100, Plsase contnud fo poctios Oheck
mulplhaton and cwsrn fars weng Reflex Fuency, Reading cpelry

daly 4 2% FONTIED, Srupen & RS T Ouf CREL
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Entering INC Grade

Audience: Teachers

INC for Term 2.

Purpose: Enter an Incomplete grade “INC” into the gradebook. You must receive approval from your
administrator prior to entering an INC for a student.

Click on a grading box under the appropriate term. In the example below, the first student will receive an

Step 2

C. Click Save

Test-M | Parall | Perime Test C12
W15-F | Wi16-W | W17-M | W17-W Opti
12/04 12/09 12/14 12/16
MAJ DAIL DAIL DAIL
100 100 100 100
89.00 88.25 86.75 85.50
* #* * o S
100 ag 100 89| 5 96
78 79 73 88| E 77
100 100 78 100 & g1
78 75 of RS S BN

A. For the student who is to receive an INC, click on the Override drop-down box.
B. Select the INC Incomplete override code.

4 -~ Grade Adjustment

FBISD,

Term T1 G
J Save |
(sl o]
[— Y —
Calculated Posted
Students Grade Percept. Override Grade
(A): v
2 100 100,00 I_:Dl:h
er
: 0% 96.00 INC Incomplete @'
4 rr F7.00 MG Qther
5 BS BS.U‘] | F" [}thEF
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calculated in the grade box.

The student’s grade box will now show an INC which

will override any average that was previously

SIS

Student Information Systems

0000000

Fort Bend ISD

Created by: SIS Support Team
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Test-M | Parall | Perime | Test C12 12
WI15-F | W16-W | W17-M | W17-W Optionsw
12/04 | 12/09 | 12/14 | 12/16
7 ; _ A\ MAJ DAIL DAIL DAIL
'I:o rtl-:'vrr?cfvee. and update the 100 100 100 100
override of INC, please see 89.00 88.25 86.75 835.30
your campus Data Entry i i )
(Middle School) or * * * 1S INC
Registrar (High School).
\ J 100 09 100 89| 5 96
78 79 73 88| E 77
100 100 78 100 S 81
T2 TE OF A5l € on
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Drop the Lowest Score (Secondary Gradebook)

Audience: Teachers, grades 2-5.
Purpose: Use Skyward’s Advanced Drop Lowest Score utility to drop assignment scores within the

gradebook and to restore scores that were dropped. Due to the similarity of both the Advanced Lowest
Score and Drop Lowest Score utilities, this document will focus on the former of the two.
The second-half of this document shows how to reverse this utility and restore dropped scores.

Display Options

Quick Sn:-:uri'ngl

FBISD,

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

Color Legend

Tools

Teacher's Log

Drop Lowest Scaore
Adwvanced Drop Lowest Score
Restore Deleted Assignments
Student Groups

View Backups

Assignment Comment Bank

To access the utilities in your gradebook, select Display Options from
the menu bar.

There are two utilities to drop the lowest scores in the gradebook,
both of which operate similarly.

e Drop Lowest Score is used to drop only a single assignment
grade.

e Advanced Drop Lowest Score can be used to drop any
number of assignment grades.

This document will cover the usage of the Advanced Drop Lowest Score
utility because it functions exactly the same as Drop Lowest Score and
can also drop more than just one score per session.

Bear in mind that after dropping the lowest scores, there must remain a
required minimum number of un-dropped assignments grades for each
subject that average into the students’ Term average.

Select Advanced Drop Lowest Score for a specific Grade Bucket.

Advanced Drop Lowest Score Process

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

This process allows for multiple assignment score drops within the same grade bucket.
The dropping of assignment scores can be done from a single category or from multiple categories.

Grade Bucket Date Range Process Option
PR1 - Term 1 - TIm Advanced Drop Lowest Score
PRZ - Term 2 ] i Advanced Drop Lowest Score
T1-Term 3 T TR Advanced Drop Lowest Score
PR3 - Term 4 ol Advanced Drop Lowest Score
PR4-Term S sy . Advanced Drop Lowest Score
( T2-Term 6 Advanced Drop Lowest Score
-Semester 1 —— Advanc rop Lo core
PRS - Term 7 [ - ) Advanced Drop Lowest Score
PRE - Term 8 Advanced Drop Lowest Score
T3 -Term 9 Advanced Drop Lowest Score

PR7 - Term 10
PRE - Term 11
T4 - Term 12
52 - Semester 2

Advanced Drop Lowest Score
Advanced Drop Lowest Score
Advanced Drop Lowest Score
Advanced Drop Lowest Score
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All students within this class will be included in processing the utility. If you need to exclude students, unselect their
checkmark. Otherwise, click Next.

Advanced Drop Lowest Score Process
Grade Bucket: S1 - Semester 1 that spans multiple Grading Periods (View) Date Range: i s i -
Back
Step 2: Review list of students induded in the process.
To exclude a student from the process uncheck the corresponding box.

EL112 / 008 Prd:4 Eng I  Students enrolled

Last Name First Name MI Grad Year
| TR B . = 2023
+ 2023
L 2023
L 2022
v 2023
A. Select the number of scores to drop
B. Within Option 1, a/ways check the box to Bypass rounding percentage validation.
C. Using the checkboxes, exclude or include assignments (or assignment categories) from this utility.
D. Click Next. Note: the scores will not be dropped until the end of the next step.
Advanced Drop Lowest Score Process - - Next @
Grade Bucket: S1 - Semester 1 that spans multiple Grading Periods [View) Date Range: — _)
Step 3: Review Cal:egories._ and Assignments included in the process. _ Back
To exclude an assignment or category from the process uncheck the corresponding box.

Select the number of scores to drop: |1 ¥ @‘)

* Dption #1 - Drop across Categories using the Gradebook score calculations
@)’ Bypass rounding percentage validation when determining what low scores to drop @

Option #2 - Drop from a Single Category to reach Highest Percent in that Category

Option #3 - Drop from Multiple Categories to reach Highest Percent in each Category

Categories & Assignments

Drop Options

Due Date Description Weight Max

bd

@ 7 Warm up[ 1.00 100.00
“ /]

DAILY

' Note:
Options 2 and 3 will not be discussed in this document.

Choose only Option 1 and select the checkbox to bypass
rounding percentage validation.

FBISD,

0000000

Student Information Systems

Documentation Type: End User How-To Guide Page72
Created by: SIS Support Team

Last Modified on: 10/9/2019

Fort Bend ISD



As Skyward determines which score to drop, you will need to wait a moment. Do not click on Prev or Back. This

process may take a minute or more, depending on how many other teachers are running the utility simultaneously,
so please be patient.

Processing Assignments... Please wait. | Prev
This screen will automatically load the assignments to be dropped, after this process has completed. |  Back

A summary of assignment scores to be dropped for each student will be displayed. If you are satisfied with the
results, select Process Drops to confirm the automated drop of these scores.

Advanced Drop Lowest Score Process R ocens
Grade Bucket: 51 - Semester 1 that spans multiple Grading Periods (Wiew) Date Range: @SR~ aishiny~ o '
e
Final Step: Review assignment scores that will be dropped for each student. | Prev
Click the "Process Drops” button to automatically place a "*AD" in the Special Code and mark score as Mo Count. | P
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
P 1zic creative 1.00 100.00 25.00 25,00 @ -
MAJC Creatiwve 1.00 100.00 85.00 as.00 as
DAIL Warm up| 1.00 100.00 77.00 77.00 77
MAJC Creatiwve 1.00 100.00 79.00 79.00 7%
MAJC Creatiwve 1.00 100.00 77.00 77.00 77
Step 7

Upon completion, you will be returned to this screen. Since scores have been dropped, the Undo Drop Lowest
Score process is now available to use. Click Back to finally return to your gradebook.

4§~ Advanced Process Options A3 iy Print Qw4 Bock

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

This process allows for multiple assignment score drops within the same grade bucket.
The dropping of assignment scores can be done from a single category or from multiple categories.

Grade Bucket Date Range Process Options
PR1-Term 1 ' B Advanced Drop Lowest Score Undo Drop Lowest Score
PRZ - Term 2 Advanced Drop Lowest Score Undo Drop Lowest Score
T1-Term 3 Advanced Drop Lowest Score Undo Drop Lowest Scora
PR3 - Term 4 ‘toTitomrt Advanced Drop Lowest Score
PR4 - Term 5 i s Advanced Drop Lowest Score
T2 - Term 6 Advanced Drop Lowest Score
S1 - Semester 1 Tttt oottt Advanced Drop Lowest Score Undo Drop Lowest Score
-+ Documentation Type: End User How-To Guide Page73
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Scores that have been dropped by the utility will be marked with the code *AD (Advanced Drop) and have the No
Count checkbox enabled for the assignment.
45gr |450Qu | 45 4 | 5.2t | Test# | quz4 | Test # | Comple | CI2 12 SE1 51
W09 | WOV | W12 | W12 | WIIW | WIS F | W16 Th | Wi7-M Dptionsw | Options= | Options=
DAIL | DAL | DAL | DaLL MaJ DAl MiJ DAIL
100 100 100 100 100 100 100 100
=[] =t *AD) ] 67 108 65 100 84 = =]
o1 o1 *AD 100 75 8o 76 100 a7 : BE
g3 "AD o7 99 B0 100 =) 100 91 ‘ 92
“AD oz o2 a4 78 105 24 an 5] = Eo
- )
' Note:
To view the original assignment score for a dropped
grade, click on the *AD code or enter QuickScoring
and double-click on the *AD code. Refer to the
documentation on Assignments-Quickscoring.
\_ ),
This concludes the process of running the Advanced Drop Lowest Score utility.
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Grade Change Request

Audience: All Teachers
Purpose: Perform a grade change request to modify grades in a closed grading period.

e Grade Change Requests are used to make changes to grades for a locked grading period.

¢ If a student has a ‘New Button’ this process should occur after entering all grades for prior
teacher or district.

e Grade Change Requests apply to an entire class and not to any single student. You are free
to modify grades for multiple students with a class during a Grade Change Request.

Select the appropriate Gradebook where a grade change needs to be made.

Pericd  Days Meet Class Description

1 1234 3000 f 303 Homeroom Grade 3 Standards Gradebook
2 1234 3006 / 303 Health Grade 3 Gradebook
3 1234 3003 / 304 Math Grade 3 Gradebook
5 1234 3004 /304 Science Grade 3 Gradebook
2] 1234 3006 / 304 Hezalth Grade 3 Gradebook
] 1234 3003 / 303 Math Grade 3 Gradebook
10 1234 3004 / 303 Science Grade 3 Gradebook

A. Mouse over the Options tab under the appropriate Grading Term where changes need to be made.
B. select Grade Posting Status for Term.

T1 oP3 PR3 cP4 PR4
Optionsw Optionsw Optionsw
Select Term T1 Display Method

Grade Mark

Percent

Points

Enter Term T1 Grade Adjustments
Quick Scoring for Term T1
rade Posting Status for Term T1

C. Click on Request Grade Changes.

| Secondary Grade Post Status U . Favorites¥ ] New Window £5a My Print Queue 4 Back
Posting was open from 12:01 AM on until 11:59 PM on |
Secondary Grade Posting Status for NINE WEEKS (I ) .EJ V, Request

: : Grade
Missing Rpt| Missing Missing Low Avg. High| Active C_hanggs ]
Period & | Class Description Card Grades | Assign.| Comments Diff.| Percent| Percent| Percent Stds

O T T O
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D. Type a reason for the grade change request. Be sure to include the name of the student(s) affected by
the grade change request.

E. Click Yes and you will be returned to the gradebook for that class.

If you proceed, you will be allowed to modify your gradebook for the closed grading period NINE
WEEKS for course 3001 / 303.

You will be allowed to make changes from now until 5:54 PM. After that time, your request for changes will

be submitted for approval. If approved, they will then be posted to the Report Card.

Reason for Requesting Grade Changes:

Enter the reason for the Grade Change| 0’

Do you want to proceed?

@) 72 ) P —

a )

F. Proceed to make any necessary grade changes by Note:
clicking once on the column graded area of the

Grade Ch R t ly t
assignment. Then, Edit the grade and Save. il Il e e D E L) e ]

entire class and not to any single
student. You are free to modify grades
for multiple students within a class
during a Grade Change Request.

\_ J

I L §
Oplsons w
a4
m---‘“m- s
87 Comrgery: DR - e Wax foare: 100 -
98 i e -poored Swdeedar ac Un scgred a0 and llﬂ'ul:\i
:' a7 ‘::-"" l..:-;l M| Gzl
B | Mass Assign: .
93
93
a8
92
88
L
86 y'
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G. When you have finished making corrections, ﬁ My Print @ Back
click on the Back button to return to the same e
screen from Step 2.

1arts » | Display Options « | Quick Scoring | Export

c2 11 T1 €1  Common F
\Optionsw| Report Wod-w W
T card 09/04 |

DAIL

H. Click Complete Grade Changes.

Note:

If the button is labeled “Request Grade Changes,”

instead of “Complete Grade Changes,” ensure that
the correct class is selected.

4 . - Secondary Grade Post Status

% . Favorites¥ €] New Window £5a My Print Queue 4 Back
Posting was open from 12:01 AM on

until 11:59 PM on

Secondary Grade Posting Status for NINE WEEKS (

E_:'-‘j & | Complete |
Grade
Missing Rpt| Missing Missing Low Avg. High| Active |_ Changes
Period & | Class Description Card Grades | Assign. | Comments Diff. Percent| Percent| Percent Stds
3001 / 303 Lang Arts Grade 3 A ] )

I. Click Yes to complete the grade change request.

Complete Grade Changes S | 7| 4Back

If you proceed, the temporary window for changes to this gradebook will be closed.

Do you want to proceed?

0’ T R T

J.

Send an email informing your Principal about your grade change request. At that point your principal
will review it before officially posting the changes.
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Print Grade Sheet Report

Introduction

Audience: Teachers
Purpose: How to print a grade sheet report.

In your gradebook, Click on Reports then Reports - thﬁ - |[;.i5p|awr Options |Qui:
select Grade Sheet Report T
Attenda -

Detail Report

Summary Report by Class
Gradebook
Assignment Listing - By Student
Assignment Master Report

Missing Assignments

Select one of the templates highlighted, whose only difference is the font size (10,12, or 14 point.
Then click Clone Template.

Seq # Report Template Name . Print J
|’ Export to Excel J
[ Add a new Template ]

| View parameters of Template |

|’ Clone Tempiate@)_j
960 Curr Term;Blank Grade Sheet; 10 Font \

970 Curr Term;Blank Grade Sheet; 12 Font e' l Select Different Students |
980 Curr Term;Blank Grade Sheet;14 Font ( Select Different Classes J

Enter a template name in the Report Template field. Click Save.

Report Templates | €2 My Print Queue

Clone Report Template 900 - Curr Term; Mo ID;Assign;Max;Ave; Term Marks;%;Leg on Sep Pg;10 Font;Sig.

Sequence #: 0 Save
Report Template Name: |Term 1 Class Roster Report ‘ | Back ]
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Select the grading term from the
dropdown list under Assignments.
Set the Options area fields as shown
in the screenshot. Click Save.

Grade Sheet

£ My Print Queue

Select Parameters for Grade Sheet Report for EL112 [ 008 Prd:4 Eng I

10- Term 1 Class Roster Report

@}ssig nments
s

¥ Display Grades and Assignments for Term

Current Term : 07/25/20 - 09/05/20 v

|| Display Grades and Assignments for Date Range

[ Show Student ID Show Max Score
Show Average Score
Sort Students: Show Absent Indicator
'® |Jse Gradebook Sort Order
' Random Assignment Legend Options:
I Show at Bottom of Each Page
I Show on Separate Page

® Don't Show at All

Number of Assignments per Page: 15

Start: F]| Aug ¥ 420 ¥ Fri, Aug 16 20
End: | Aug v 420 ¥ Fri, Aug 30 20:
G ptions
jmdent Options: Assignment Options: Term Options:
¥ Show Student Name [J Show Assignments 1#! Show Term Grade Marks

|- Show Term Grade Percent

Special Code Options:
'~ Show All
'~ Show as Gradebook
'®) Show None

Other Display Options:
Font Size

1#| Show Signature Line

Number of Students per Page: 39

Seq #

:.:. Print Queue

Highlight the new report template and click Print.

Report: Grade Sheet

Report Template Name

Print

Export to Excel |

Once the report finishes processing, click on the Display Report button in the pop-up box..

B [& [ View ]
Date « Time | Report Description Class Wait List # | Status Timg lﬂl
87/31/2019 Wed | 11:10 AM|Grade Sheet Report EL112/008 Eng T I corpleted [T - Comrath
87/29/2019 Mon | 2:45 PM Email class message Completed  00:( —
©7/29/201% Mon | 2:41 PM Class Message Center Wall Posts Completed 00:( | View Status |
87/29/2819 Mon 2:40 PM Email class mess; Completed 00:0 | Tasks |
87/29/201% Mon 2:34 PM | Class Message (GG RUERITEN R L LT Completed 00:( T
The report Grade Sheet Report has finished processing.
[ pr————————®u
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Teacher:
Course: EL112Z / 008 Eng I

School Year:

05.19.06.00.01 Grade Sheet Report for PRI

The Class Roster Spreadsheet for your selected class will be displayed on the screen. You may choose to printout
the roster. If you want a Class Roster Report for all your classes at once, proceed to the next page.

Page:1l
11:10 AM

Period: 4

oom #: 1216

Assignment] TI1
Week/Day
Due Date
Category

PRZ
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PR1
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Click on Teacher Access
Click on My Gradebook
Select Reports for All Classes
Click on Grade Sheet Report

m - Administrator Access

Ql
|. + Teacher Access

If you are a grade 2-12 teacher and have multiple rosters of students for which you would like to print a Class
Roster Report without having to print each class individually, skip Step 1 and start at the My Gradebook Screen
as follows. Resume at Step 2 and you will get a multi-page PDF document with a Class Roster for each class.
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9 My Gradebook LA

My Students LB

My Classes LE|

Post Daily Attendance Lh|

My Students With Disabilities L

My LEP Students LE|

My Section 504 Students L

My Gifted and Talented Students L

My At Risk Students L

4 My Gradebook
Classes: @ All Current Meeting Tod:z jeports far &ll Classes « Posting Status =
016 RIDGE POINT H S 016 - Secondary Gradebook
Dept Subject Terms Period Attendance scription
LIT EN1 1-4 1 Summary Report by Class I Gradebook
LIT EN1 1-4 1 Gradebook flish 11 Gradebook
LT EN1 1-4 3 @ I Gradebook
LIT EN1 1-4 4 Assignment Listing - By Student 11 Gradebook
LT ENI 1-4 3 Missing Assignments 1 Gradebook
L = L= D Email Progress Report I Gradebook
LT ENL 1-4 7 View Emailed Reports I Gradebook
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