
Skyward Tips 
 

 

1. To set up percentages for semester exams, click on S1 

 

 

 

2. Under “Categories,” you can change your 

scoring method to be total points or weight your categories (50% tests, 25% writing 

assignments, etc.)  You can’t change your method once the grade period has closed, so second 

quarter of a skinny class has to have the same grading method as first quarter. 

 

 

3. Adding comments to the report card 

a. Go to “posting” and “post comments.” 

b. You can view comment codes.  Chose you comment and type that number in the first 

column.  You can give up to three comments.  You can also give everyone the same 

comment under “default blank comments to:.” 
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4. To set up a student to get a pass/fail grade instead of a percentage grade, click on the “grade 

marks” tab, highlight “pass fail,” and choose the “assign students” button to choose the student. 

5. When you have all of your grades completed, you need to let the office know that you are done.  

Go to “my gradebook” and choose “posting status” and the proper quarter.  You can choose 

individual classes to post, or you can post all of your classes as complete.   

 

 

6. If you have a student who received an incomplete for medical or extenuating circumstances, you 

will have to denote that on the report card.  If you click on their percentage grade under the T1 

or S1 (etc.) column, you can choose incomplete, medical, or exempt (as in the case of a student 

who is excused from a semester exam.)  I believe you can only see these options once the 

grading window opens.  You can also do grade adjustments here. 

7. If you gave an incomplete, you will have to go in within 10 days and request a grade change to 

give the student a final grade.  I have a separate handout for that if you need one. 

8. If you get a new student in your class, you can click on the “new” button next to his or her 

name.  This will give you the option to enter the student’s incoming grade from his or her last 

school.  All of your assignments that the student missed will receive the incoming grade from 

the last school, and these will be automatically averaged with the new assignments from your 

class so you won’t have to manually adjust the student’s grade to reflect grades from both 

schools. 

 


