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Logging In:  http://skyward.nefec.org 
 

 

When you click “Launch Skyward, you’ll get this screen: 

 

 

 

  

Just for today, choose the 
“Student Training” Application 

http://skyward.nefec.org/
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Main Page: 
This is the main Teacher Access Home Page.  Scroll down to see more info. 

 

 

 

This shows Progress Report dates and 
Report Card/Attendance Verification 
DUE DATES. 
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My Students: 

 

 

This is like the first screen 
you‘ll see by clicking on 
“My Students.” Click on 
the student whose 
information you’re 
seeking. 

These are the options 
available under “My 
Students.” 
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This is called the 
“Student Profile.”  
Other information is 
available on the left, as 
you can see. 
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My Classes: 

 

 

This is the information 
available from “My 
Classes.”  Most 
information in Skyward 
is available from 
multiple access points.  

This is the initial screen 
when you click “My 
classes.”  Choose a class to 
see the options available. 
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This is a sample class.  It comes 
up with a roster and some 
other information, if that 
information is populated in the 
database.  You can hover over 
the Alerts to see what they 
mean. 
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Taking Attendance: 

 

 

This is the quickest way 
to take attendance, if 
you’re just signing into 
Skyward. 

You can see that you can enter 
attendance either by class OR by 
period, which will have all 
classes that meet the same 
period. 

Most elementary school 
teachers will have only one class 
(homeroom) where attendance 
can be taken.  PK teachers may 
have more than one. 
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Here’s one that only has one 
class per period. Select the class 
you want and choose a method. 

This teacher has two classes that meet the 
same period.  (Period 2 at THS)  Click 
either “Show all Classes” OR “View 
Attendance by Period”. 
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This is the “create” a seating 
chart option.  Select the number 
of rows and the number of 
seats/row. You can even create 
seating “shapes” by making use 
of empty “seats.” 

This is the “by Name” option.  
As you can see, you must 
take attendance before the 
cutoff for each day.  At a valid 
time, all students default to 
“Present”;  then you can click 
just the ones who are absent 
or tardy. 
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Click on the 
student’s name 
that you want to 
put in a seat, and 
click the other 
student who is 
currently in the 
seat.  It will swap 
seats.  Continue 
until all students 
are in the right 
seats. 
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This is the “by Period” option.  As you can 
see, you don’t have the choice to use a 
seating chart when there are multiple 
classes in the same period. 

Here is the attendance form for a period 
with multiple classes.  You can see that 
all students default to “Present”.  
Teachers only have to mark the ones 
who are absent or tardy. 
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Changes show up in Red.  Then click 
“Save”.  

The “Undo” button will remove all 
entries in Red. 

After you click Save, if you come back to 
the same screen, the entries you Saved 
appear in Green. 

A is the code for Absence; L (Late) is the 
code for Tardy entered in classrooms.  
The office will assign Excused/Unexcused 
to both. 
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Gradebook, Main Screen: 
 

 

 

 

  

This is an example of a display 
screen for a teacher who has 
classes at two different schools.  
She can select any of her classes 
from one signon to Skyward. 

From your list of classes, 
select a class.  Only classes 
that are grade-eligible will 
appear on this list.   
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Inside the Gradebook for a Class: 

 

 

 

Going across the top… 

”Other Access” gives you a 
variety of options to choose.  One 
of the features of the Skyward 
Gradebook is online discpline 
referrals.  We won’t go into that 
today.  Some of the features 
listed may not apply to Florida, or 
may not be turned on.  
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The “Classes” button gives you 
access to your other classes 
without going all the way out to 
the main Gradebook page. 

The Assignments button allows 
you to add or modify 
assignments for this class. 

We’ll come back to this in a 
minute… 

Time-saving Hint 
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You can also take attendance for 
a single class (not by period) 
from here.  The options are 
similar to the main page. 

Here’s a class where attendance 
has been taken.  One student 
was absent and another was 
tardy. 
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Categories: 

 

 

Next, we’ll look at Categories.  
A Category Score Method 
MUST be chosen before you 
can enter assignments or 
grades. 

Click this button to select 
a “Score Method.” 
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There are three options for 
setting up each of your classes.  
All three must have at least one 
category selected.  If you use the 
“Total Points” method, choose 
categories that reflect your 
assignments, but you don’t have 
to assign percentages to each 
category. 

THIS IS THE RECOMMENDED 
METHOD if you are going to use 
percentages.  This way, you can 
change the percentages in different 
grading periods without messing up 
previous grades. 
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Here’s the button to push to 
change your selections. 

Before creating assignments, we must 
also select one or more categories. 
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This is where you select the 
categories that you want, and 
assign the relative weights to 
each one.  Click “Include” on the 
categories you want, and enter 
the percentages that you want 
for each category.  UNCHECK the 
ones that you don’t want to use.  

 Let me know if you NEED a 
category that doesn’t show up 
for you.  All category names 
must be entered at the District 
level.   
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Once your categories and 
weights are selected, you can 
also assign the same category 
scheme to another class, as long 
as the “Score Method” is the 
same. Here’s the button to select 

other classes. 
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Now that we’ve selected some categories, we are ready to enter an 
assignment. 

Creating an Assignment: 
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To create a new assignment, Click on “List Assignments” on the 
Assignments drop-down.  Initially your screen will look like this.  
Most of the time you’ll want to create a new assignment from 
this screen, to make sure that you don’t already have one by 
the same name.  You can also “Clone” existing assignments 
from this screen.  For now, Click the “Add” button. 

Assignments are initially listed by 
Due Date.  If you want to change 
the sort, click the column heading 
that you want it to sort on. 
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This is an assignment that I 
created as an example.  Note 
that if you make an assignment 
due on a non-school day, the 
system will tell you.  There are 
several types of scores possible.  
You can also add the assignment 
to multiple classes at the same 
time, as long as they have the 
same category. 

The Detail Description box lets 
you add up to 300 characters to 
describe the assignment in 
detail, so that parents (and 
students) can see the complete 
description online. 
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Assignment Groups are 
optional (e.g. Unit 1, Unit 2, 
etc.  They can be used to group 
assignments in reports. 

The “Actual” Due Date is only 
used when a due date is 
changed for some reason. 

The Max Score does NOT include 
extra credit.  Assignments that 
are strictly extra credit should 
have a Max Score of 0. 

The Weight Multiplier can be 
adjusted to reflect greater or 
lesser difficulty of assignments 
within a category. 

You can add an 
attachment 
from your 
computer to the 
assignment, and 
make the 
assignment and 
that attachment 
available online.  
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Entering Grades (Scoring): 

 

 

This is what it looks like when you click on an assignment from the main 
page that doesn’t have any grades (scores) entered.  You have two choices 
for scoring from this screen.  The “Score Entry” option gives you first layout 
below.  The “Mass Assign Score” option follows. 

This is the most appropriate 
option when scores vary 
widely, and when you want to 
add individual comments. 

BE SURE TO SAVE WHEN 
YOU’RE DONE. 
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This lets you assign the same 
score to all students in a class; 
OR adjust all scores; OR remove 
all scores; etc. as you can see. 

BE SURE TO SAVE WHEN 
YOU’RE DONE. 

After you mass assign scores, you 
can go in and change the ones 
that vary from the typical score 
for the assignment, and mark the 
ones that are missing. 
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After grades (scores) have been 
entered,  when you click the 
assignment it will look something 
like this. 
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Quick Scoring: 

 

Another way to enter grades: 

 

If you have grade changes that 
you want to make to several 
different assignments all at the 
same time, you can select the 
“Quick Scoring” option.  You can 
type directly in the affected cell. 

You can also double-click 
on the cell OR click the 
“Show Cell Details” button 
to bring up additional 
information, and save 
changes from there. 
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Changes applied in Quick Scoring 
appear in Green until they are 
saved. 

Note:  You must click “Save” to 
keep your changes. 
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Grade Adjustments: 

 

  

You can also enter adjustments to 
Quarter, Semester, or Final Grades. 

(Scores shown on this page are 
completely random, and do not reflect 
any actual students’ grades.) 

Grade Adjustments are often used when 
entering Transfer grades from another 
school. 
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Posting Grades and Comments: 

 

 

  

“Posting” is generally allowed 
only in a short window at the 
end of each grading period.  
Posting MUST be done in order 
for grades to appear on report 
cards. 

Comments for the report cards 
are also posted from here.   
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Once you are satisfied with all of your grades for a marking period (for a Quarterly Report Card), there 
will be a short window in which you can post your grades for that marking period.  Other marking 
periods will be closed to changes.  Once you are ready, click the button to “Post Grades.” 

If you NEED to make a change to a previous marking period, you need to fill out a Grade Change Request 
form at your school.   

The elementary schools 
will look like this.  The 
high schools will not 
have the “Free Form 
Comment” box. 

Unsaved grades are Red; once 
they are posted, they will be 
green.  You cannot make grade 
changes on this screen. 

You CAN add comment 
codes (C1, C2, etc.) AND 
Conduct Grades (CD1). 
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This shows Conduct 
Grades “defaulted” to S for 
Satisfactory.  You can 
change individual conduct 
grades before or after 
setting the default. 

Remember to “Save” when you 
are finished.  All saved data will 
turn green.  And you are done!  
Congratulations! 
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Gradebook Reports: 

 

This is the quickest place to 
produce reports for all of your 
classes. 

This is just an example of one 
type of individual progress 
report that you can produce and 
print for parents or yourself. 
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Reports Inside one of the Gradebooks: 

 

 
  

These are the same reports that 
are available from the “Reports” 
button on the main Gradebook 
screen. 
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Verifying Attendance: 
To verify that the attendance shown in your gradebook is correct: 

Go to “My Gradebook” 

 

 

Then go to “Reports for All Classes”, “Secondary Gradebook”, “Attendance”, “Summary Report by 
Class.” 
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If you haven’t created a template here before, click on “Clone Template” when the Skyward template 
(900) is highlighted.  Give the new template a name that is meaningful to you, and Save.  If you have 
created one before, highlight the one you want to use and click “Modify parameters of Template.” 

 

 

If you are doing this for Quarterly Grade and Attendance verification, click “Display Attendance for 
Term” and select the appropriate “term” from the drop-down menu.  Do NOT click on “Display 
Attendance for Date Range.”  Under Options, click “Student ID, “Print for Class Scheduled Days”, and 
“Show Entered Attendance Only.”  Then click SAVE. 

If you are doing this for a meeting with a parent or other relevant person, and you want to show a 
different range of dates, you can click on “Display Attendance for Date Range”, and choose the Start and 
End dates that you want. 
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After you Save the Template, its name will appear in the Report Templates list.  Highlight the one that 
you want, and click “Select Different Classes.” 

 

Then select all of the classes for which you want to print attendance.  Use the “Select All” and “Clear All” 
buttons, as needed.  This particular teacher is an elementary teacher, so her only class that keeps 
attendance is Homeroom. 

 

Clicking “Print” sends the report to your Print Queue, within Skyward.  It creates the report in Adobe 
Acrobat.  To send it to your printer, open the report when it’s finished processing, and print it from 
Acrobat. 
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Verifying Grades: 
 

 

Either Clone an existing template, Modify parameters on an existing Template, or Add a new Template 
(see Verifying Attendance).  A First quarter template should look like this when you’re ready.  Click SAVE: 
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Just like the Attendance Verification, click the “Select Different Classes” button. 

 

 

 

Click “Print” when you’re ready.  That will send the report to your Print Queue, where you can View it 
and print it to a printer attached to whatever computer you are using. 
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This is what a Quarter 1 Grade Verification Sheet looks like for EL, MS and HS periods 3-5.  Quarter 4 
needs to have all four quarters and the Final grades showing.  HS Block classes will also have SE1 and S1 
Grades (Semester exam and Semester grade) 
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Other Features Inside Your Gradebook: 

Export: 

 

 

 

The “Export” button is available 
on nearly every screen that looks 
like a spreadsheet.   

CAUTION:  DATA IN YOUR 
GRADEBOOK IS CONFIDENTIAL 
INFORMATION!  

YOU HAVE A RESPONSIBILITY TO 
KEEP THIS INFORMATION 
PRIVATE.  USE THIS FUNCTION 
WITH CARE. 
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These are some charts that are 
available to you. 

This is an example of an export to excel.  
(Obviously, there are no grades showing, 
since there are no grades entered in the 
gradebook.) 
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Display Options: 

 

 

This is where you can modify the 
way your own screen looks.  
There are also some tools 
available through this button. 

The “Grade Period Display” allows you to modify 
the display of the various Grade “Buckets”, to hide 
those in non-current grading periods.  If you click 
“Hide All”, only the current grading period will 
display. 
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One of the display options is to show the 
“Gradebook ID”.  This is a unique ID number for 
each student, that is not used anywhere except in 
your Gradebook, so that it can be used to post test 
scores or other grades anonymously on the wall, in 
the classroom.   
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There are a variety of 
options for displaying 
individual assignments, 
as well. 
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Tutorial: 
 

 

This user manual and other useful documents, including a new, 272-page “Teacher Guide” created by 
Skyward, are available at the MIS page of our District’s main web page. 

http://gilchristschools.schoolfusion.us/ 

Click “Departments”, then “MIS” from the drop-down. 

Near the bottom of the page is a link for “MIS Documents” 

http://gilchristschools.schoolfusion.us/
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