New User Guide — Student Profile

This Guide will go over the Individual Student Profile, including important tabs and areas to remember.

**[f you do not see some of the options in this guide, you may not have the permissions to view/edit.

High School Grades 9 to 12 (010) =

SKTwaRD
v BN Staf | Student | Food
Sarvices  Service
4 Q 4 St
= Students - ST Setup «En
Student Profile - PR T Emt
Student Browse - ST 'n
Custom Forms - CF €
Data Mining - DM T
Pseudo Approval - PA e
“ Reports - RE ¢
= Student Access - SA Setup
Student Access Users - US T
1 | Login History - LH '
P

Online Forms - OF
Reports - RE

Student Name: Available in all Tabs

1. You can search for students in the area highlighted

Student: | BELLASANGS@1

= Bellahscr, Sandy H

below:

4 | | @ Ranges

e This is the alphakey or namekey for a student. To search you will use the first 5 letters of the Last
name and first 3 letters of the First Name. The three digits are the tie breaker.
o Example: you have 2 students with the name John Smith, their alphakey would be as follows:

= SMITHJOHOO00
= SMITHJOHOO1

2. Anything highlighted in blue, means this is a link to another area.

a. Clicking the underlined Student, will allow you to search:

Stud en‘. ELLASANG@1

e There are several search
options, enter a filter or look up
and matches will show in the
Student Section

e Click Select to go to the
student’s profile

= Bellahscr, Sandy H < | » | @ Ranges
' Student Lookup A @7 S | ?
l Back
Student Filters / Individual Student Lookup
b st ome seons [ s -
First Name Begins: [ use Student Ranges @ Full Name (LFM): =
Middle Name Begins: Other ID: =
| e S B State Student Number: B
Phone (1,2,3):
Alphakey: v
Guardian's Name (LF): -
Other Name: -
Guardian's Email -
Grade/Grad Yr: 9999
Gender: Omale O Female @ Both
Current Year status: O Active O Inactive @ Both
Mext vear status: O Active O Inactive @ Both
[ pefauit Entity Only
Students 2 =B & [ s

Last Name a

¥ Smith W
P smith W

First Middle s

GY |Gr DE Cldr Schl Birthdate 5
e v i oo o oo v e oo |2
A 2023 11 010 010 005
John A 2023 11 010 010 005

fennifer

Age |G |SSN Other ID

08/23/2004
82/12/2005

17 M
16 M

2300002 B
2300001 S




b. The Ranges button allows you to change the students that will be available to view in the
student profile

Student: |BELLASANGS1 = | Bellahscr, Sandy H 4| » ‘Rangcs

e In the example below, you are setting your ranges to be Active 9" graders only:

Ranges A @8m®mT0 5
Ranges Save
Entity: 010 - High School Grades 9 to 12 Hessl
Low Hig Back
Grade/Grad ¥r: [09 | 2025 [09 2025 I
Calendar: 2777
Homeroom: ZZZIL
Type: ZiZ
Grade Level Override: | zz |
Birthdate: [01/01/1900 || 12/31/9999 ||
Advisor: -
Counselor: hd
Current Year Status: | Active e | _
MNext Year Status: | Both V|
Graduated: | Both v |
Full Time: | Both V|
Current Year Member: | Both V|
Default Entity: | Both ~|

Student Profile Tabs:

There are several tabs available for individual students. All tabs are on the left hand side of the screen.

you see the Arrow/Carrot you can expand to see more under each area:

< Profile Tat b Health
Customize Tabs Activity
» General » Portfolio
P Entity P Grad Reqs
b Categories Test Scores
Family Guidance
» Emergency Edu Milestones
Entry/With Vocational Ed
Attend
EUATICE » Locker
¥ Scheduling ;
W Busing
Grades
Addresses
» GFA Transport
Transcript Bus Stops
MI/NCLB Food Service
P Special Prgms Texthooks
w RTIMTSS Picture
Watch List
aleh Lis p Custom Forms
Referrals
Interventions Task Manager
w Discipline # Notes

Offansas



1. General Tab has several tabs under it, those reviewed in this guide are Profile, Address and Web

Access. w General

Address

Birth Hist

School Path
Vehicles

Web Access
Change Hist
Wellness Screening

o Profile is used to view a student’s grade & grad year (these can only be changed in the Entry record).
This tab also includes Date of Birth, Gender, Race and Language.
o Click Edit to make changes to these areas...always be sure to save your changes.

Student Name Saw
* First: [Sandy Middle: [H * Last: [Bellahscr Bag
Name Prefix: - Name Suffix: v

Name Key: BELLASANOOL

L z‘/

Grade Information

Grade/Grad Yr: 10 2024 GLO: |

Advance: Retain:

NY Grad Year: 2024 Graduated: [ Yes v
Grad Req Base Yr: 2024 Graduation Date: |05/18/2012 :l

General Information

I‘ Date of Birth: |07/05/1994 |4 Al: 27

Gender Identity: -
Local Race: W w White Ancestry: -

Ethnicity: ([ Hispanic/Latino Ethnicity? Resident: [No v

* Federal Race:
(J 1-American Indian or Alaskan Native
O 2-asian

[0 3-Black or African American

Transported: No m

[ 4-Native Hawaiian or Other Pacific Islander
5-White

* Other ID: 1550

Conv. Key:
Race/Eth Verified By: 5 Not Verified O District Staff O Individual Student Library Card:
Race/Eth Verifled On: |_, Other Name:
* language: [ENG  |» ENGLISH _ School Email: |scramblehome1695@scr36.com
Mother's Maiden Name: B Home Email: |Scramble1683@start.com
Home. v Ext: |category: - (J override Student's Off Campus Lunch Eligibility
Work v Ext: |Category: = Off-Campus Lunch:  nc ot Eligible  w

e Address —Student’s Home and Mailing Address. You can edit or add address for student here.

Address

Home: 969 Scramble avenue Scramble WY 55555 .
Mailing:

Edit Home

Add Mailing

e Web Access shows the Student Access Login and Password, Student email. This area also includes
Guardians and Family Access Information. You can send email reset links from this tab as needed.

Web Access

Student Information

Login: BELLASANOO1

Password: FEEEsEssrseeses

School Email: scramblehomel695@scr36.com

Home Email: Scramblel683@start.com

Edit P

Allow Student Access

AUP (Acceptable Use Policy):  Approved Not Approved

Has internet access Last Modified:

Has device to access elearning Madified By:
Guardians @ 5 @ Edit

Allow
MName Koy a Last Name First Middle Relationship Login Family Access Mo Food Service Statement No Fee Managem Email
seL1ABAO001 —— pelahecr Bo |z MOMER __ramiyiiio v N - e
esal Lin

BUCHWROSBS1 Buchwaldscr Rosanne u FATHER Family1111 ¥ N N

t



2. Entity Info Tab list the student’s current Entity, School, and Calendar. You can also view CY

Homeroom and Student Status.
o Click Edit to make changes to these areas

Entity Info

Entity Information

Entity: 010 High School Grades 9 to 12
School: 010 School (010)
Calendar: 010 Calendar (010}
Student Type: R Regular
Advisor:
Counselor:

Disclpline Officer:
Teacher of Record:
Band Instrument:

CY Homeroom Information
CY Homeroom:
Room Number;
Teacher:
Bullding:

NY Homeroom Information
NY Homeroom:
Room Number:
Teacher:
Bullding:

Scheduling Information
CY Sched Team:
NY Sched Team:

Entity 010

Default Entity:

Status:

Next Year Status:
Full/Part Time:
Current Year Member:
Family Representative:
Include in Honor Roll:
Include In Rank:
Multi-Rank:
Print/Display Rank:
Print Report Card:
Promation Status:
Percent Enrolled:
Addl Seat Count:

Edit
Yes

Active
Active
Full-time

Yes

Yes
ves
No
Yes
Ho
pPending
100.00
0.00



3. Family Tab allows you to input multiple families, i.e. Split household where mom and dad live in

separate homes.

e You can add additional families in this screen and edit Family Information.
o Edit family option allows you to change the family Address, Home Language and Primary Phone
Number. Along with Report Card and Form options.

Family 1
Add Guardian | Guardian Name Alphakey Relationship Second Phone CBC Cust Pick rﬁ'dd|
armily
# [# Edit Del Bellahscr, Bao £ BELLABAOQO1 MOTHER [Cell] (555) 564-2332 No | Yes  Yes Edit
ks [+ Edit Del [Buchwaldscr, Rosanne U BUCHWROS001 FATHER [Cell] (555) 3B4-8198 Mo  Yes | Ye Family #1
L‘-e!ete
Family 1D: 1197 Primary Phn: (555) 839-2611 siblings: Bellahscr, Tyron 1 Family #1
Fam Noles
(0}
Trans Code: Home Lang: ENG - ENGLISH
Siblings
Address: 969 Scramble avenue Scramble WY 55555 =
Receive Report Cards Print Hard Copy Report Cards Receive Forms CY Path: NY Path: Forms

Family Address Information

Address: 969 Scramble avenue ¥, Street Name Address Preview
5UD: P.O. Box: Carrier: 969 Scramble avenus
Address 2: Own/Rent: v Scramble Wv 55555
* Zlp Code; 55555 Clty/State: Scramble, WV
Move In Date: 11/17/2021 || 4] [ separate Mailing Address
[ Do Not Distribute Address Mail Categories Salact Al
County: v Census Area: UnSelect
Township: - Census Sub Area: ] N Al
There are no records to display; check yot
Dwelling: hd Haorizontal Coord:
Hazard: - Vertical Coord: | N
CY Path: v INY Path: - 1 4
Conv. Key: Path Histary 0 records displayed

Phone Information

ﬁ Primary Phone: |(555) |B39-2611 Ext:

Report Cards/Forms and Oth@ir Family Information

[ confidential [ Long Distance

Family Title: -

(J override Family Title

Recelve Report Cards -amily Transportation Code:

() Print Hard Copy Report Cards - | ENGLISH

* Home Language:  ENG

o To “link” siblings, they must have at least one family the same, in the example below Tyron
would also have Family ID 1197 in his family tab.

Family 1
Add Guardian | Guardian Name Alphakey Relationship Second Phone CBC Cust Pick
¥ [# Edit Del Bellahscr, Bao Z BELLABAOOO1 MOTHER [Cell] (555) 564-2332 Mo Yes | Yes
4  [¥ Edit Del Buchwaldscr, Rosanne U BUCHWROS001  FATHER [Cell] (555) 384-8198 Mo Yes Yes

Fiblings: Bellahscr, Tyron I

-
Family ID: 1197 SF T Primary Phn: 5555} 839-2611




e You can also edit individual Guardian information in this screen.
o This allows you to change all phone numbers for a specific guardian, update Family Access
information and add/edit email address.
Family 1
Add Guardian | Guardian Name Alphakey Relationship Second Phone CBC Cust Pick FP'
a
# [# Edit Del Bellahscr, Bao Z BELLABAOCOO1 MOTHER [Cell] (555) 564-2332 MNo Yes Yes E
* 1’ Del Buchwaldscr, Rosanne U BUCHWRQOS001  FATHER [Cell] (555) 384-8198 Mo Yes Yes  Fam

4. Emergency Info Tab is a list of all emergency contact for a student. Also a place for Emergency
information including Alert and/or Critical Alert Information

o Add, Edit, Delete Emergency Contacts for a student:

Student: ABCD ZYX@08 |* labed, zyx J | « | » | @ Ranges Add Delete Transfer Pseudo

Grad Year (Grade): 2024 (10) DOB (Age): 11/13/2004 (17)  Entity, School, Status: 010, 010, A Default: 010, 010, A E i
Customize

Gender: M Other 1D: 2300000 Mthd of Instr: V Other Name: Erica

Emergency Information

Alert Information

This Student Has Critical Alert Information
Display in Family Access " Display in Student Access
Alert Info:

s

Views: General v| Filters:| *skyward Default v |

# a |Contact Name

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

1
28 ~ 0 records displayed

sibling to the next:

LOpYy Trom 101ng

Quick sLpe
i Print Siblings
Add Last Name a
_ » Abelescrf§ W
Eait » AgostascrEiEl W
Delete » EueliscrlT]
Re b testD W
- b testlf W
Mo p
Mae
Copy from

sibling

Provider Information
Physician:
Dentist:
Hospital:
Insurance:
Policy Number:

Relationship

First
Joey
Louis

Edit
Emergency
Informaticn

Y [ 8 & | quek

Primary Phone Second Phone add

Edit

Delete

Replace
; " | Move Up

#: Move
Down

Copy from
Sibling

Copy from Sibling. Siblings must have at least one common family (see tab discussed in
#3), but do not have to have the same emergency contacts. If you have siblings that have
the same emergency contacts (i.e. Grandma and Grandpa) then you can copy from one

AN N IS
Z & & [ co

Middle
F e
L




e You can also add Emergency Information in this screen, including critical alert information,
i.e. Allergic to peanuts.

Emergency Information

. . . Edit
Alert Information Provider Information R
This Student Has Critical Alert Information Physician: / Information
Display in Family Access  Display in Student Access e
- - aenTisr:

e Adding a critical alert will change the students name to red and add a Pop-up screen.

I YA M T I A T RS YT TSI YT ] ¥ e 1M I AN S M ]I TR 17T T MR A

Student Emergency Information A DTS ?
Student: abcd, zyx J. Save

Alert Information / Student: ABCD ZYxees - Eled; 2'}"3‘:.] ‘ |4 ||

® This Student Has Critical Alert Information
Display in Family Access Display in Student Access
Alert Allergic to Peanuts

Information:

test

S

oK Pop up
Screen



5. Entry/Withdraw
o Used to Add, withdraw or create a status change for a student.
o Important state reporting fields in the Entry screen include Date, School, Resident
District and State Aid:

= Entry Information

Student: Abelescr, Joey F Current Entity: 010
* Entry Date: 11/22/2021 ,: % Enrolled: 100
Grad‘ﬁerj‘rd, 02 2032 GLO: |
* Entry Code: El » Entry Code (E1) 52E2 Code: 00000
Otherwise ® Schl O Schl 1
: 00000
EE Atnd: Num 1D:
* School: 010 * School (010) Nbr: 00010
* Calendar: 010 * Calendar (010) State Aid: 14 * Resident/All Other Residents
* Student Type: R * |Regular [ Section 25 () Tuition Funded Enrollment
* Res Dist: 0000333 |+ | District (0000333) TN Alternative ED: [No | Developmental f, ™)

KG:
Seat-Time Waiver Participant; No v

o“ —Othe} areas to note, S2E2 Code, Otherwise Attending, Section 25, Developmental
Kindergarten, Alternative Ed, Seat Time Waiver, Seat Time Waiver Participant. All are state
reportable fields and need to be completed as needed:

= Entry Information

Student: Abelescr, Joey F Current Entity: 010
* Entry Date: 11/22/2021 .: % Enrolled: 100
Gradef@rff 02 2032 GLO: |
* Entry Code: E1 » Entry Code (E1) S2E2 Code: 00000
: Otherwise @ Schl O Schl
Comment: Atnd: Num ID: 00000
* School: 010 * School (010) Nbr: 00010
* Calendar: 010 = Calendar (010) State Aid: 14 |+ Resident/All Other Residents
* Student Type: R * Regular [ Section 25 U Tuition Funded Enrollment
* Res Dist: 0000333 |+ | District (0000333) TN Alternative ED: [Ne  ~| De“e"’p”’eﬁg’ No |
Seat-Time Waiver Participant: No v |
= =

o Important state reporting fields in the Withdrawal screen include Date and Status
End Code:

= Withdrawal Information
* School Yr: 2022| [7] * Date: (11/22/2021 = Advanced: Ne w Retained: Neo w
Default Entity:  Yes  ~
* Code: 08 ~ |Withdrawal Code (08)
Comment:
Status End: |08 * Enrolled-other MI public sch



o You can also withdraw students from some programs in the Withdrawal screen:

Student Program Withdrawal/Enrollment

This program allows you to automatically withdraw students from their currently enrolled programs with the same withdrawal date
specified on the entry withdrawal record. For all programs / classifications selected, the withdrawal date and any other withdrawal
elements pertaining to the records will be filled in, and a withdrawal date of 11/22/2021 will be used.

section 31A - Schl Brkfst Prog - : -
Section 31A - IS-Trad Schl-Read e
Early Childhood ’
Add Al
wherisk (") drenntes a renuired fisld

o Status Change should be used when changing a student’s grade, % enroliment,
student type, school, calendar or residency during the school year.

=ntry/Withdrawal
Views: | General v | Filters: | *Skyward Default v Y W ® &
rin
Entity Entry - Code School Schl Nbr Calendar Withdrawal Histo
010 11/17/2021 E_ 010 00010 010 B E
010 @8/81/2821 E 010 00010 010 11/16/2021 Enilr
010 e3,/83/2019 El 010 00010 010 06/30/2021 Withdraw

d Status Chg
Ent

e I e

o Input Withdrawal record 5l withdrawal Information
o STC Wlthdravy code *School vr: [ 2022 (8] * Date: [11/17/2021 [y )
o Example: Residency Defauit Ertity: [Yer ] —

Change e

. * .

o Withdraw End status = 19, = Code: [STE | Status Change

continuing in the district Comment: [Residency Change

Status End: 19 |" Expected to continue in dist
:]

Entry Information
o Input Entry Record

o STC Entry Record Student: Belfiorescr, Raymond S -E
o Example Residency Change * Entry Date: [11/18/2021  |[i4] % Enrolled:| 100

Grade/Grad ) .
v 09 2025 GLO: _

* Entry Code: |STC |+ |Status Change

Comment: |Residency Changel | Othe




6. Attendance
e Used to view attendance history, add, change or delete attendance records and print individual
attendance reports for a student.
o When viewing attendance, there is a filter to allow for Current Year or All Attendance, based on
what you select in this filter will determine what records are displayed. You can also change the
number of attendance records displayed by changing the number on the bottom left:

Attendance
Views: | General v | Filtary:[ *Current Year Only v Y S & |

*All Attendance o

*Current Year Only
T W/ 074811 wed

» 010 18/96/2021 Wed N N - U- U- U-
» 010 89/20/2021 Mon N Y o-0S 0-0S O-0S 005
» OIC @%/17/2021 Fri N Y - 0-0S 0-05 0-05 005
*» 010 2022 @9/16/2021 Thu N Y 005 005 005 0.
» 010 2022 @9/15/2021 Wed N Y . 0-0S 005 0-0s 005
» 010 22 29/14/2021 Tue N Y 0-0S D-0S 0-0S 008
»
@ v ecords displayed En 0

o To Add Attendance click the “Add” button. Then add the periods to fill and fill with absence type
(type is required) and absence reason (reason is not required). Then select the date range
Al Quick 1° and comment if needed. Click Save and Add Another or Save and Back. The example below

Add will mark the student with and excused absence in periods 1-6 due to a Doctor’s Note.
’Ecn **Absence types and reason are built by the school and can vary across Districts and schools.
Delete
. Attendance to Add
Positive
A"Tﬁ;nce Periods to fill: [1 to[6 Fill with: | Absence Type |[E__ || Absence Reason I 53:'\33”3'
— H
¥TD History * Start Date: 11/30/2021 ||, Tuesday P Anather
Letiers * End Date: 11/30/2021 | | Tuesday Saeand
== Periods: -01-  -02-  -03- 04  -05- 06
ATRNOIES (O]« pttendance: EON |EDN  |E-DN |EDN | EDN |[E-DN Back
= ﬁtl Hotes (0) Comment; [J Parent Notified T
SUSPEXP | ' ) Qhuar All Crsrrant Vaar Attandanca m

o Oryou can input absence type and reason directly into the period. This Student was marked
with an excused absence in 1% period only with a doctor’s note.

Attendance to Add

Periods to fill: to Fill with: | Absence Type Absence Reason

* Start Date: |11/30/2021 . Tuesday

* End Date: |11/30/2021 . Fuesday
Periods: -01- !;— -03- -04- -05- -06-
* Attendance: E-DN |- . - - -
Comment: |Arrived Late from Dr. Appt U Parent Motified

M Shaw Al Clirrant Yasr Aftendancs



o To Edit a specific date, highlight the date and click “Edit.”

Attendance
Views: |General V| Filter5:| *Current Year Only V‘ v m E_J & (:u_ic:( )
Tin
Ent+ Year* Atnd Date Nbr Cmnt P-N -00- -01- -02- -03- -04- Add
» 010 2022 18/28/2821 led Y - - - - - =
ol 0 a/aR/ 24 o B h - L F = _ Edit
» 010 2022 89/28/2621 Mon N Y - 0-0s 0-05 0-0s 0-0< Delete
» 010 0 CE @ ri { Y - 0-0 0-0 0-0 2
» 010 2022 82/16/20821 Thu N Y - 0-0S 0-05 0-05 0-05 Positive
» 010 2022 89/15/2021 Wed N Y - 0-05 005 005  0-0% R
» 010 2022 89/14/20821 Tue N Y - 0-0S 0-05 0-05 0-05
Y TN History

o Make changes as needed, in the example below | am changing an out of school suspension to
in school suspension.

Attendance to Edit

Periods to fill: to EI Fill with: | Absence Type I:I Absence Reason 5@;:;”‘1
* Start Date: 09/20/2021 | .| Monday
* End Date: 09/20/2021 | .| Monday Back
Periods: -01- -02- -03- -04- -05- -06- T
Attendance: IS SR S N S S S S S (0)
Comment: | Parent Notified & Eﬁtes
[J Show All Current Year Attendance S E
Attendance for abed zyx J
AtndDate« |Cmnt P-N -01- -02- -03- -04- -05- -06-

N__Y__0-0500s00500s00s00s B

o To Delete an attendance record, highlight the date and click “Delete.” You will need to confirm
that you want to delete the record:

Attendance
Views: [ General v | Filters: [ *Current Year only v| Y W | & (:u_ic:( )
rin
Entw Year* Atnd Date Nbr Cmnt P-N__|-00- 01- 02- -03- 04- i
» 010 2022 18/28/2821 Wed Y - - - - - -
o/p g = Edit
89/28/2821 Mon Delete
89 8 ri - U-U
CENR VPPN Confirm Delete Positive
» 010 2022 @9/15/282 ) ) 0-05 0-0S Attendance
Are you sure you wish to delete this attendance record from Log
» 010 2022 09/14/2021) o iy 010 for Monday 09120720212 005 00S  0-0S ——
L
Yes Nao
o Quick Print allows you to print Day Summary and Attendance Detail or Summary reports.
**You can edit the report templates in this area but all attendance reports and setup for attendance
reports can also be found in Office -> Attendance -> Reports.
Attendance
viws: cener+ [T S Y i @ @ G
rin
Entw : AL Fun P-N  |-00- i
» 010 eport: ® Day Summary Fral.ﬂw.%lnc'ﬁe -
b 010 4 O Attendance Detail or Summary N - u Edit
» 010 4 2 v || _Ba Y - 0 Delete
» 010 2022 89/17/2821 Fri N Y - 0



7. Scheduling
e Current Scheduling allows you to view a student’s schedule, Add and Drop Courses, Change
Course Section, and Print reports
o First set-up your scheduling options, by clicking the “Options” button:

Current Scheduling (2021-22)  Hs Transcript

View: ® List O Matrix O Semester-Day Options Email Legend History

o Itis recommended to select “Include Effective Date in Save” and “Prompt for Effective Date.”
(The only time you may want to turn off the prompt for effective date is at the beginning of the
school year when you are scheduling multiple students, but be sure that your effective date is
accurate in the include effective date option)

o This will allow you to track scheduling transactions and helpful for troubleshooting:

Default Settings BN R~
Transaction Update Options Save
* Calendar: 010 = Calendar (010) Back

Include Effective Date in Save
* Effective Date: 08/18/2021 | |
Prompt For Effective Date

o You can also select options such as displaying Dropped/Enrolled classes, adjusted records or
even hide specific details about a course:

Preference and Display Options

Schedule Display Options

Display All Classes
Display Enrolled Classes
Display Dropped Classes

Display Period By Period Course Availability

Display 'Adjusted’ Records in Light Blue

(] Display 'Double Booked' Records in Yellow

(I Display Only Courses At Student's Grade Level On Add

) Display Class Control Set Selection Screen on Add

([ Display Only Classes that Fit when Adding By Open Classes
(I Display Only Same Term/Period/Day Classes When Replacing a
Course

(] Display Student Enroliment By Term on Add

(J Display Class Start Date in Student's Schedule

) Hide Teacher Name in Current Scheduling

(J Hide Room Number in Current Scheduling

(J Display Supplemental Auto-Scheduling Arbitrary Scheduling
Techniques

[J Use Academic Hours instead of Credits

o The Legend button, allows you to see what the different scheduling Display Legends I E X
colors and codes mean in the Scheduling tab: Course Display Logend: Auto-Scheduling Technique:
W = Dropped Course * = Conflict
[ = Course has Variable Credits A = Arbitrary
Current Scheduling (2021-22) |Hs Transer pt l = Adjusted Course 1 = Imperative
= Course to be Deleted on Exit i = Derived Imperative
View: @ List O Matrix O Semester-Day Options Emall Legend History =: Ef;r';‘:ﬂ: E;:mﬁﬁd EEHIEES || N R

Period By Period Display Legend:

X = Student's Current Period. No Other Sections Offered For The Current Period.
* = Student's Current Period. Other Sections Are Offered And Open.

+# = Student's Current Period. Other Sections Are Offered But Closed.

0O = Open Sections Exist.

¢ = Closed Sections Exist.

m = Multiple Periods - Accurate Display Not Possible.



o When viewing the schedule, you can change the filter to view a specific term/semester or the
entire school year:

Current Scheduling (2021-22) | s Transcript |

View: @ List O Matrix O Semester-Day (MPEmall Legend History
Views: | General v | Filters:| *ee-84 (YR Y [ = ,&
rin

*p@-84 (YR = Year)

Str =

Prd a Trm Trm#*| *81-@1 (S1 = SEMESTER 1) Description B it
CESSSC—T <% 0T T Ny e

*92-82 (T2 = TERM 2) Add
02 01 “03-05 (T3 = TERM 3) Comp English I Course
02 52 03 +p3-@4 (52 = SEMESTER 2) Chorus B Build i
03 S1 01 | <pa-pa (T4 = TERM 4) Chem Com A Schedule
03 S2 03 4 33638 /63 Wellness B
05 S 01 02 300154/02 Comp English I e D100
06 S 01 02 3431 /el Fronomirs Chna Sect

o To Add a Course click the “Add Course” button

o There are several options to find the course you wish to add. 1. Search by Course ID, 2. Filter
by subject, period and/or teacher, or 3. Select only classes with seats available or that fit.

o Once you find the course you wish to schedule, click Schedule Class.

Course Filter Views: General v| Filters: [ *Skyward Default v | Schedule

Class
. [ = Avail
Sched Group: @ Course a Sec Short Description Fit Seatls Term Prd Reguest
89964 Ul Band A No 50 S1(01-02) 06 Course
89968 Band B 52 (03-04) 06
Subject: | ME v || Apply _ Comp English I _ S1(01-02) 02 |wmire SN
Period: (82 | 380154 Comp English I Enr S1(01-02) 05 MTWRF Meets
Teacher: | Specific Teacher ~| 300158 Ol Comp Englfsh I Yes 35 S1(01-02) 01 MTHRF
r——— T ] 07 Comp English I Yes 35 52 (03-04) 01 MTWRF Options
- . 388254 01 Comp Eng IT A No 35 51 (01-02) 01 MTWRF
L) Only Classes with Seats Available 2o\ 02 Comp Eng III A No 30 S1 (01-02) 06 MTWRF -
L1 Only Classes that Fit q b
120 _~| M4 4 b W 100 records displayed Course: [30015A ||ABc

o If you have the prompt for effective date option selected you will need to confirm date:

' Schedule Class A B@O S ?
Schedule Class Continue
Student: zyx J abcd Grad Yr: 2024 Grade: 10 Back
DOB: 11/13/2004 Age: 17
| = Class Information: 30015B / 01 /
|
! Class: 300158 / 01 Transaction Details /

! Desc: Comp English I

Term: S1 (01-02) Effective Date: ([EFGIFAPAL_]|.] wednesday

o To Drop/Delete the course, highlight the course and click “Drop.”

Current Schedullng {2 021 -22] HS Transcript

View: ®List O Matrix O Semester-Day Optlons Emall Legend History
Views: | General v | Filters:| *ee-84 (YR = vear) v Y ® &
Str Stp

Prd o Trm Trm* Trm* Course Description Days Bldg Roc Edit
01 S1 01 02 3102A /11 Algebra I A MTWRF 010 110~

02 51 01 02 300915A/01 Comp English 1 MTWRE 010 11C i
02 52 03 04 29958 /el Chorus B MTWRF 010 11C =
03 S1 01 02 3321CA/e1 Chem Com A MTWRF 010 Schedule
03 92 03 04 33038 /03 Wellness B MTWRF 010

30015A/02 Comp English I MTWRF 010 )

E-E-__Imﬂ_m_ Chng Sect

Replace



o You will be given the option to Delete, Drop or Cancel.

It will only allow you to delete if there are

no attendance or grades present. It will also prompt you for an effective date if this option is

selected.
i 1em S
There are No Grades Present. Student: zyx J abed
Do you wish to Delete or Drop/Inactivate Class 3431/01 for zyx J abed? 3431/01 Transaction Information / Save
Note: If choosing Delete, the Effective Date entered must be 8/23/2021 or earlier. Date Added: 08/18/2021 Wednesday ‘/ Back

* Effective Date: [11/30/2021 || | Tuesday

Rbmcinle f8% demcdon - cacesbead Sald

Delete Drop Cancel

o To move a student from one section of a course to another (i.e. same course different teacher

or different period). Highlight the course and click Change Section:

Current Scheduling (2021-22) |ys Transcript

View: ® List O Matrix O Semester-Day Options Emall Legend Histary
Views: | General v| Filters:| *ee-e4 (YR = Year) v| w® R =
rin
Str Stp
Prd - Trm Trm Trm* Course Description Days Bldg Rot Edit
o1 st 01 02 laea/ui_ AgebralA ____________MTWRF 010 110
39015A./61 Comp English I MTWRF 010 11C Course
02 52 03 04 89958 /01 Chorus B MTWRF 010 11c e
03 s1 01 02 3321CA/01 Chem Com A MTWRF 010 Sher
03 S2 03 04 33838 /03 Wellness B MTWRF 010
05 S1 01 02 300154/02 Comp English I MTWRF 010 10C 2
06 Sl 01 02 3431 /el Economics MTWRF 010 Chng Sect
, Replace
Unschedule
o Find the section you wish to move this student to and click Schedule Class. You should be
prompted for an effective date if this option is selected.
Views: General v| M| *Skyward Default v| Y w =) u'u‘ Schedule
Class
Avail
Course a Sec Short Description Fit Seats
3182A 01 Algebra [ A "I"es 35 2 ~ | ViewAl
31024 Algebra [ A Meets
@- Algebra I A —_El
3182A Algebra I A Yes
Mara ne Alrshes T A Vasz IR <2
o You can also print several Scheduling reports in this tab by clicking Quick Print.
**You can edit the report templates in this area but all scheduling reports and setup for scheduling reports can also
be found in Office -> Current Scheduling -> Reports, Office -> Current Scheduling -> Build Course Master -> Reports
or Office -> Current Scheduling -> Student Schedule Generation -> Reports.
Current Scheduling (2021-22) || Foaemesiiolescs Fun
: O Custom Transcript Make
View: @ List O Matrix O Semestes O District Transcript Favorte
@ Student Schedules Edit
@
Views: | General v Filters: *ee-e. f:;g“lf'i;”tlsaed“‘e Cards Favorles W = &
Str o] Szude:ltecheflzg;jt Forms Back
Prd a Trm Trm* - Days Bldg Rool Edit
[ )

school year.

Future Scheduling allows you to the same tasks as current scheduling (if setup), but is for the next



8. Grades

e You can view current year courses and grades for each marking period, term or semester. Grades
that are green are current grades from the gradebook and have not been posted. (You will only
see gradebook grades if this feature is turned on for you school/district).

Grades ( Mass GPA Calc Needed )

Views: [ General v | Filters: | Skyward Default Clone v| Y W = d:_q gl-l_iclt‘ ]
rin
Prd a Ent Course Class Description Trm T1 T4 |81 82 M1 M2 M3 Add
DX CCE T ST R R E e —
» 02 89958 0 Chorus B = E b X b I Edit
» 02 el1e 3ee1sA 01 Comp English I s1 D- B p = D- = L
» 03 @1 33838 03 Wellness B 52 ¥ X L L I\ change to
» 03 ele 3321ca 01 Chem Com A S1 X 2 = = X Historical
» 05 e1e 3@015A 02 Comp English I s1 X X L L X
» 06 @18 3431 01 Economics S1 X X = b X Class
History
o You can also view historical classes and grades by clicking the Class History button:
Grades ( Mass GPA Calc Needed )
Views: | General v | Filters: [ Skyward Default Clone | Y W E &K ( g”_icl‘ )
rin
Prd a Ent  Course CIass Description Trm T1 —
>0l o1 1e2m 11 AgebmlA R --_-___I
» 02 @18 09958 01 Chorus B ® E Edit
» 02 el1e 3ee1sA 01 Comp English I s1 pD- ¥ ®E p ® D- = L
» 03 @1 33838 03 Wellness B 52 ¥ X L L Ghange to
» 03 ele 3321ca 01 Chem Com A S1 X 2 = = X Historical
» 05 ele 3ee15a 02 Comp English I Ss1 L " L X \
» 06 @18 3431 01 Economics S1 X X = b X Class

History

o The Class History will show several important aspects of each class, including the Year and
Grade taken, Marking Period, Term and Semester grades and earned credits

Classes ( Mass GPA Calc Needed )

Views: | General

Vl Filters: all classes Clone v

Year w [Ent |GRMYR Course Section

I

s

Description Teache Gr: Glt Term Re £ Ca Su # T1 T2 T3

T4

A N Rei~
LA

E1 Earned Cradits

Failad Credits Day

mm-lIEl—------__lﬁ

b 2022 010
» 2022 010
b 2022 010
b 2022 010

irades ( Mass GPA Calc Neede(

Views: | General V| Filters: | skyward De

10/
10/
10/
10/

3321CA
33038
31828
38015/

03
1
02

Chem Cor

Wellness | Wheat Y s2 cu R PE B R
Algebra 1 kelping Y s1 cu R M E c HE
Comp Eng SOrtne | Y St Cu R E ®

from another district).

0.00000
® ® R = 0.00000
[ - | X = 0.00000

= ® X 0.00000

Quick Print, including a copy of their report card:

Prd & | Ent Course Class

em 31020 |11

P 02 018 @995E 01
P 02 018 3801%
b N3 018 3303E

01
03

Uea«wpllon

Chorus B
Comp Engli

Wellness B

Favorites: No favorites avallable.

Report: O Credit History Update Report
O Grade History Report
O credit History Audit
® District Report Cards
O custom District Report Cards
O Basic Standards Based Report Card
O custom Standards Based Report Cards

Run
Make
Favonte
Back
e Room G5 Eamed Credils
skit 110 1 0.00000
skit 110 1 0.00000
hd Hev B 1 0.00000

0.00000 MT
0.00000 MT
0.00000 MT
0.00000 MT

o You can edit course grades and earned credits by highlighting the class and clicking edit.
o You can add new courses with grades and earned credits by clicking add (i.e. Transfer courses

vu@uﬁ.

0.00000
0.00000
0.00000

——
Quick
Print
(L I

Add

Edit

Change to
Histaorical

o You also have the ability to print several individual grading reports for a student by clicking

Edit

Change to



9. MI/NCLB
e There are important fields in the MI/NCLB tab, a lot of which is required for state reporting.
Click Edit to change/update these fields.

o UIC — Unique Identification Code, Student’s State ID in Michigan. All students in
Michigan must have a UIC for State Reporting.

o Early/Middle College — Yes/No, when yes the student will be reported to CEPI/MSDS
with the associated program code.

o International Student — Yes/No, when yes the student will be reported to CEPI/MSDS
with the associated program code.

MI/NCLB /
S5N: Grad 5td Year: 2023

Edit
Student ID Nbr: e
Medicald ID Number: Medicald Eligible: No
UIC: 0987654321 Multiple Birth Order: 00 e Assessment
Gifted and Talented: o Hmbnd Svc: Mo SN eSS
Tt Hmbnd Hrs: 0 Enor Care
Assess Hours: 1]

Pst Scndry Opt: Mo

Adult Education: No 21 Century Program: Mo
Out of State Student: No International Student: Mo
Early/Middle College: Yes
Sec &6(4)(1)(ii) Pupil Count Exception: No
Resident County:
Distr Entry Date: 01/01/1900
Ed-Fi Grad Plan Type:

10. Special Programs
e The different special programs tabs allows you to keep track of programs/services that a
student is receiving. Some of the programs that are important for state reporting during your
Fall, Spring and General collection include (but not limited to):

Ssemrame 0 Homeless, Ltd Eng Prof, Section 31A, Migrant, Foster Care, Reading Deficiency and
o Stalss 3" Grade Retention.
Hmbnd/Hasp o To add/edit these, select the tab on the left and click add or begin status. In the
Res Enrl O . .. . ..
o example below we are adding an Ltd Eng Prof (Limited English Proficiency or ELL —
e English Language Learner) record. Only Start Date and LEP program are required
e for this program.
.F',m: ;W Hrs Hmbnd/Hosp Limited English Proficiency
Pers Curricul Res Enrl Out Most Years' Participation in an LEP Program: 0.00
st | e T
Early On ection 5 Begin-End
:w‘:mym 23A 'SEg[l\y c::?;r-d Limited Eng. Proficiency A N
Single Parent *Com Srv Hrs Start Date: (11/30/2021 = * Start School Year: 2022 Save
Disp Homemaker [ Add an End Date Back

Title 1 End Date: End School Year: 0000
Migrant

s LEP/Immigrant Funding
Mil. Connected

Foster Care Title I11 Immigrant Ed Program (MSDS 6842): | No v
Restraint Sec 41 - Pupils of Limited Eng Ability: (N0 v

Seclusion Refugee Children School Impact Program: | No v
ling Defic Locally Funded Eng Acquisition Prg (MSDS 6844): | No ~
d Grd Retentio

. £l . . T .
*Method of Instr Considered a Re-Entry Into LEP Program

i EP Instructional Program: |05 = Bilingual Dual-Language Instruction
Fed Impact Aid _
English Language Proficiency Test: hd
*Tech at Home
English Language Proficiency Level: -
Work Based Learning
LEP Exit Reason: =

Home Country of Refugee:
Entrance Comment:

Exit Comment:



