
 
Gradebook Procedure 
Manual 
SKYWARD 
 
 
2019-2020 
Lamesa ISD 
 



2 
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3 
 

Table of Contents 
General .................................................................... 4 

Teacher ................................................................... 4 

Counselor ............................................................... 5 

Assignments............................................................. 6 

DAEP Grades ............................................................ 7 

Transfer Grades ....................................................... 7 

Another School ....................................................... 7 

Change Section ....................................................... 8 

Verifications ............................................................. 9 

Requesting Grade Change ..................................... 10 

Gradebook Display Options .................................. 13 

Other Information/Forms ..................................... 14 

Student Info ......................................................... 14 

Message Center ................................................... 15 

Verification Form ................................................. 15 

Grade Change Request Form ............................... 15 
 



4 
 

General 
 

TEACHERS: 

Inputting grades – You must maintain timely recorded grades for students in Skyward for each grading 

period. Grades must be updated and kept current on a weekly basis.  Grades must be current by 8:00 am 

Monday of each week.  This helps alleviate any issues with parents and students who get emails about 

grades or who take advantage of Family Access.  It allows parent and students to know what the current 

grades are and what they need to do to pull it up before the term ends especially athletes who are trying 

to stay eligible.   

Verifications – Must verify two students per class.  Please highlight the two kids and show work in pen.  

Put verifications in order, sign, and turn in to appropriate staff.   

Prog/Term Verifications – Will be printed off by teachers from the grade book.  The report is called 

Grade Proof Sheet. 

Semester/Yr Verifications – will be printed off by the counselor and handed to the teacher.  The report 

is under   Office/Grading/ Grading Reports/Grade Input and Proof Sheet.  Please make sure the office 

grades match your grades in the gradebook. 

9 wks Hard Copy – At the end of each 6 wks you must print a hard copy of all assignments for that 

grading period.   This report is called Grade Sheet Report.  It is different than your verification report. 

 

 

Must be done: 

3wks Progress –Verifications 

9wks –Verifications, Print Hard Copies 

Semester 1 –2nd 9 wks Verification, Semester Verification, 2 9wks Hard Copy 

Semester 2 – 4th 9wks Verification, Semester 2 Verification, Year Verification, and 4th 6wks Hard Copy. 
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COUNSELOR: 

Make sure teachers are inputting grades regularly.   

3wks Progress  

1. Make sure you receive Prog Verifications and make sure they are completed and signed. 

2. Run Report Cards 

 

9wks  

1. Receive Term Verifications 

2. Run Blank Grade Report 

3. Run Grade Discrepancy Report 

4. Run Report Cards 

5. Send out failure Letters  to Parents (MS & HS) 

6. Send failure list to appropriate staff. (MS & HS) 

Sem 1 

1. Receive Term Verifications 

2. Receive Sem Verifications 

3. Run Blank Grade Report 

4. Run Grade Discrepancy Report  (For all previous grading periods) 

5. Run Report Cards 

6. Send out failure Letters  to Parents (MS & HS) 

7. Send failure list to appropriate staff. (MS & HS) 

Sem 2 

1. Receive Term Verifications 

2. Receive Sem Verifications 

3. Receive Year Verifications 

4. Run Blank Grade Report 

5. Run Grade Discrepancy Report  (For all previous grading periods) 

6. Run Report Cards 

7. Send out Retention Letters 

8. Get all Hard Copies, box and send for record retention.  
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Assignments 

You must add assignments on a regular basis.  You must maintain timely recorded grades for students in 

Skyward for each grading period. Grades must be updated and kept current on a weekly basis.  Grades 

must be current by 8:00 am Monday of each week.   

 Parents and students have access to grades please make sure that you are keeping your grades 

updated.   

 If you teach a core class you will have two categories to choose from.  CRSWRK –  all daily 

grades, quizzes, etc.  3wAs – is for Common Core Assessments.  Elective class will only have one 

category, CRSWK.  If you want to have a non-CCA test grade count more you can weight it or 

enter the test twice into the gradebook. 
 

 Make sure the assignment has the correct date for the grading period.  It is the date the 

assignment was done NOT the date you input the grade into the gradebook.   
 

 If you have the same assignment for several classes, you may create one assignment and clone 

to other sections by checking the classes down at the bottom. 
 

 Do NOT use MISSING unless you are going to require the student to turn it in.  Use NO COUNT if 

it is not required.   An assignment will show MISSING 5 days after it is input into system.  You 

can run the missing assignment report to notify parents.  Missing assignments will be flagged in 

Family Access. 

 

 

 

 

 You may add a comment for an assignment if needed.   
 

 You can also Post Comments for the TERM GRADES.  To do so go to POSTING at the top of your 

gradebook and select Post Comments.  There are canned comments for you to choose from and 

you may choose up to three.  To view canned comments, go to View Comment Codes.  You may 

also choose Freeform, but remember to keep it professional 
 

 You cannot add or remove a comment after the grading period has closed. 

 

 YOU ARE RESPONSIBLE for inputting TRANSFER grades and DAEP grades.  See Transfer and DAEP 

Section for more information. 
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DAEP Grades 
 

 You should receive grades weekly (every Wednesday) for your students who are at DAEP.   

 

 When you receive the grade put that grade into every assignment you had due for that week.  

Example:  If you had 4 daily grades and you received a 71 from DAEP, you are to put that 71 in 

all 4 of those assignments. Make sure you add a comment that indicates that it came from 

DAEP. 

 

 If you do not receive grades email TO: DAEP Coordinator and CC: Principal, Assistant Principal, 

and Counselor. 

 

Transfer Grades (from another school) 
When a student transfers in from another district, the counselor’s office will enter grades on the office 

side as posted grades.  The grades will then be distributed to teachers and you will be responsible for 

entering these same grades into your gradebook. This will ensure that your gradebook calculates 

correctly. 

To enter grades for a CLOSED grading period: 

1. Click on the yellow “NEW” Button next to the student’s name. 

2. Select Option 3: Manually Enter Scores 

3. Enter the Term grades for each grading period under new grade.  Once you tab the NEW 

PERCENT will show a .49  Make sure you back space and enter .00 %.  For example, the kid has a 

95 the New Percent will show 95.49 %.  Back space and make it 95.00 % 

4. Save new Term Grade and Finish 

5. You may remove the New Button 

To enter grade for CURRENT Grading Period 

1. You just need to enter the grade into every assignment you have prior to the student arriving.   

2. Add a comment to indicate a transfer grade.   
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Transfer Grade (changed sections) 
You will also need to enter transfer grades when a student has a schedule change.  

To enter grade for CURRENT Grading Period 

1. Get current grade from prior teacher.  Enter the grade into every assignment you have.   

2. Add a comment to indicate a transfer grade.   

To Enter Grades for CLOSED Grading Period  

Moved to a different period and has SAME teacher: 

1. Select the new button 

2. You may choose OPTION #1 if you can match number of assignments exactly.  Example: 

Dropped section has 25 Assignments and 25 match.  Choose Transfer Matching scores. 

3. If Grades to not match correctly, Choose OPTION #2.   

a. You need to pull down the drop down and select TERM GRADES ONLY.  

b. Then you must choose Select Dropped class and select the correct section 

c. Select Manually Transfer Scores 

d. The dropped class grades will appear on the left hand side.  Enter these grades in the 

NEW GRADE box. 

e. Once you enter the new grade, hit the tab button the NEW PERCENT will be .49%.  You 

need to backspace and make sure the last two digits are .00% 

f. Save term grades and Finish 

4. Once you have put in grades you may remove the NEW Button.   

Moved to another period with DIFFERENT teacher: 

1. Choose OPTION #2.   

a. You need to pull down the drop down and select TERM GRADES ONLY.  

b. Then you must choose Select Dropped Class and select the correct section 

c. Select Manually Transfer Scores 

d. The dropped class grades will appear on the left hand side.  Enter these grades in the 

NEW GRADE box. 

e. Once you enter the new grade, hit the tab button the NEW PERCENT will be .49%.  You 

need to backspace and make sure the last two digits are .00% 

f. Save term grades and Finish 

2. Once you have put in grades you may remove the NEW Button.   

***If you accidently remove the new button and need to adjust grades, let your counselor know and she 

will put it back on for you. *** IF YOU HAVE ANY GRADES THAT ARE BOLD WITH AN * SOMETHING IS 

WRONG. CONTACT YOUR COUNSELOR 
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Verifications 
Reminders: 

 You must highlight two kids from every class and hand calculate term grades 

 Print Hard Copy at the end of each 9 wks. (GRADE SHEET REPORT) 

 Every student must have a grade 

 AIDES must have grades. 

 Comments cannot be added after a grading period has closed. 

 NO BOLD OR ASTERISKS ON TERM GRADES 

 

To Print Verifications: 

1. Open MY GRADEBOOK 

2. Open a class GRADEBOOK 

3. Click on Reports  (DO NOT CHOOSE THE DROP DOWN!) 

4. Click GRADE PROOF SHEET (near the bottom) 

5. Select the correct TERM 

6. Check all boxes under OPTIONS 

7. Click SELECT CLASS TO VIEW 

8. Select ALL  (HS uncheck MENTOR) 

9. Print 

10. Display report 

11. Print 

To Print Hard Copy: 

1. Open MY GRADEBOOK 

2. Open a class GRADEBOOK 

3. Click on Reports  (DO NOT CHOOSE THE DROP DOWN!) 

4. Click GRADE SHEET (near the top) 

5. Select the correct TERM 

6. Under OPTIONS you must at least check Students Name, Show Assignments, and Show Term 

Grade Marks.  Check any other options you feel necessary. 

7. Click SELECT CLASSES TO VIEW 

8. Select ALL  (HS uncheck MENTOR) 

9. Print 

10. Display report 

11. Print 
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Requesting a Grade Change 
This process is for those who need to enter or change grades after the window has closed.  This is a very 

time consuming process for both the teacher and counselor.  I do not recommend this unless it is 

absolutely necessary.  Your posting window is open a day after verifications are due to help alleviate this 

process.  Please try to get changes done for the window closes.   

 Grade changes should be submitted within one week (5working days) after the end of the 

grading period. 

 Before you request a change, you must complete the Grade Change Request Form.  These are in 

the counselor’s office. 

 YOU DO NOT NEED TO REQUEST A GRADE CHANGE FOR PROGRESS GRADES. 

o Unless it will affect eligibility.  If so, complete form and follow steps 

o If it does NOT affect eligibility, just make changes in your gradebook and let student 

know new grade.  (Do not request change) 

o It is ok to have BOLD and * on a Progress Grade.   

 

 

Open your gradebook and 

click on the POSTING STATUS 

button.   

Choose the Posting 

window that you want to 

make changes to. 
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You will see a list of all of 

your gradebooks.  

Highlight the gradebook 

that you need to change.  

Then Select the box that 

says Request Grade 

Changes on the right.   FYI: This column will show you if you have any 

grades in your gradebook that is different than 

what is posted in the office.  (You will also notice 

these in your gradebook as being BOLD with an 

Asterisk.) 

Make sure that you put the 

reason for making changes.  

And select YES to proceed.   

It will automatically 

open up that 

gradebook so you can 

make your changes.  

Select back when you 

are done looking at 

your gradebook. 
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It will then take you back 

to this screen.  Highlight 

the gradebook you made 

changes to and click on 

Complete Grade 

Changes.  (You MUST do 

this or the counselor will 

not be able to post the 

new grades).  

Select YES to proceed.  Your 

part is done.  The Counselor 

will then need to look over 

your request and accept it.  

Once your counselor accepts 

your request you can reprint 

verifications with the new 

grades.  The report card will 

reflect these changes.  
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Gradebook Display Options 
 

1. Change Gradebook Display 

a. Open Gradebook 

b. Click Display Option 

c. Click on Assignment Display 

d. Check SHOW POSTED GRADES IN DIFFERENT COLOR 

e. Also choose Ascending Order (oldest to new) 

This is what the gradebook should look like.  Notice the change in colors.  Peach is posted grades and 

blue is grade that are not posted to the office.  Teacher should never have a blue box.  This means that 

either they are missing transfer grades or they used the NEW button to put in grades and the office has 

yet to post it.  Make sure they also check for BOLD and ASTERISK. 

 

 

 

 

 

2. 9wks Grade Columns must remain in view for the whole year 

a. Open Gradebook 

b. Click Display Options 

c. Click Grade Period Display 

d. Uncheck all Display Assignments 

e. Uncheck Progress Reports under Display Grade  

Period 

 

Dropped Students Display (OPTIONAL)  
This will allow you to see all your dropped students and the grade they had when they left your class.  
This would be helpful if you need to pass on grades to another teacher. 

 

1. Open Gradebook 

2. Click on Display options 

3. Click Students Display 

4. Check Dropped Students 

5. Save 
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Other Information/Forms 
 

STUDENT INFO:  

 You are able to see all student info including Discipline, Test Score, Family Access History, etc. 

1. Open Gradebook 

2. Select the little boy/girl icon next to the Student’s Name 

3. Select the information you want to see. 

 

EXAMPLE: 
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MESSAGE CENTER: 

- If you ever see the                           across the top of your screen this means that a 

Parent/Guardian has sent you a message.  Click on the icon to see and respond to the 

message. 

 

- You can also send out email message to Parents and Students.   

1. Go to MY GRADEBOOK 

2. Open up any gradebook 

3. On the top left corner choose OTHER ACCESS 

4. Go to Message Center 

5. Apply Filter 

6. On the right hand side Select ADD MESSAGE FOR MULTIPLE CLASS 

7. Fill in appropriate areas and save. 

Example 
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9 weeks Verifications for Core Classes 

Teacher:  

Gradebook:  

Date:  

 

Student name: 

Assignments -   add all CSWK Assignment ÷ Number of assignments =              x   .75 =     a.  

3wk Asses. -  Add all 3WkAs  ÷  Number of tests   =                         x   .25  =      b. 

a.                 +   b.                      =  Final Grade  

 

Student name: 

Assignments -   add all CSWK Assignment ÷ Number of assignments =              x   .75 =     a.  

3wk Asses. -  Add all 3WkAs  ÷  Number of tests   =                         x   .25  =      b. 

a.                 +   b.                      =  Final Grade  

 

Teacher:  

Gradebook:  

Date:  

 

Student name: 

Assignments -   add all CSWK Assignment ÷ Number of assignments =              x   .75 =     a.  

3wk Asses. -  Add all 3WkAs  ÷  Number of tests   =                         x   .25  =      b. 

b.                 +   b.                      =  Final Grade  

 

Student name: 

Assignments -   add all CSWK Assignment ÷ Number of assignments =              x   .75 =     a.  

3wk Asses. -  Add all 3WkAs  ÷  Number of tests   =                         x   .25  =      b. 

b.                 +   b.                      =  Final Grade  
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Grade Change Request Form 

 
Student Name (Legal):  

Grading Period: 

Subject:                                                       Period:  

Grade was:                           Changed to: 

REASON: 

 

 

 

 

 

Teacher Signature:                                                                          Date:        

 

OFFICE USE ONLY: 

Approved:   YES  or    NO             Completed on:  

 

 

Grade Change Request Form 

 
Student Name (Legal):  

Grading Period: 

Subject:                                                       Period:  

Grade was:                           Changed to: 

REASON: 

 

 

 

 

 

Teacher Signature:                                                                          Date:        

 

OFFICE USE ONLY: 

Approved:   YES  or    NO             Completed on:  

 

 


