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Set the Class Grading Scale (NPHS)
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Click the Grade Marks tab
(


2. Click the Edit button… enter the High-Low values for each grade… click Save
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Total Points vs. Weighted Categories

1. [image: image15.png]--E!E!I

0
0 1>

3



Click the Categories tab
(


2. On the right-side of the screen, click the Edit button


3. Select the Score Method preferred, total points vs. weighted categories


4. If you choose to “weigh” the categories, check ONLY the categories you use


5. Type the weight in the Percent box for each selected category… total = 100%


6. Click the Save button
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Add an Assignment
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Hover the mouse over the Assignments tab… click Add Assignment
(


2. Click the Category pull-down arrow to select the assignment category


3. In the Description box, type the name of the assignment
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Click the Calendar button to change the Assign or Due dates 

TIP: Make sure the Post to Family/Student Access boxes are checked.
(


5. Type the highest score possible in the Max Score box… click the Save button
[image: image19.png]


Enter Mass Assignment Scores
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To give all students the same score, click the Assignment heading
(


2. On the right-side of the screen, click the Mass Assign Scr button


3. Type the score you want all students to receive in the Assign All Scores box


4. Click the Apply button

TIP: You can change individual student scores before or after you click Apply.
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When all scores are entered, click the Save button

Reports
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1. Hover the mouse over the Reports tab
(


2. From the pull-down menu, click the desired report. The most common are…

Gradebook
(
Grade Sheet Report: One report, all students, assignments, current grades
(
Email Progress Report: Email a progress detailed report to a parent

Progress Reports
(
Progress Detail: Individual progress reports, assignments, current grades
(
Progress Summary: Individual progress reports, current grades only 


3. Select one of the default reports OR do the following to create your own…


4. Click the Add a new Template button


5. Type a template name… select a name to remind you how the report is used


Example: 




6. Click the Save button… choose your desired selections


7. Click a report… click the Print button (this allows you to view your report)


8. Click the Printer icon to print the report
(


9. Print reports for specific students by clicking Select Different Students 

10. Print reports for multiple classes by clicking Select Different Classes 


11. Print a blank report by selecting a blank template under Grade Sheet Report
(
Printing Progress Reports for Advisory (NPMS)

1. Log into Skyward


2. On the left-menu… under Advisory Access… click the My Students link
(


3. On the left-menu… click the Progress Report link 

TIP: Under Options, sure the Page Break by Student box is checked.
(


4. Click the View Reports for All Students button 


5. The Print Queue will begin “Running”… reports will appear when completed

6. When the reports appear… click the Printer icon to print the reports
(

Check Student Progress in All Classes


1. Click the student’s Male/Female icon next to the student’s name
(

2. On the left-side column, click the Family Access Display link


3. The report card will list all grades that have been posted for previous terms


4. Click the letter grade link to view subject specific information
(


5. Click the Missing Assignments tab to view missing work from all subjects
(


6. To view a student’s progress report for all of their classes, do the following…

(
On the left-side column, click the Multi-Class Progress Report link

(
Click the View Report for Selected Student button

(
Click the Printer icon to print the report
(

(
To view a different student, click the pull-down arrow
(
Enter Final Exam Grades - FE (NPMS)


1. Under the FE link, click Options… click Enter Final Exam FE Scores
(

TIP: If FE does not appear on your screen, do the following…

(
Hover the mouse over the Display Options tab

(
Click the Grade Period Display option

(
Under Display Assignments, click the Show All button
( 

(
Click the Save button


2. Enter the Max Score… enter the individual student scores

3. Click the Save button
Calculate Final Grades – FN (NPMS)


1. Under the FN link, click Options… click Set Final FN Grade Calculations
(

2. Click the arrow… View Final Score as: (Grade Mark, Percent, or Points)


3. Select the Final Calculation Options

TIP: When you select each calculation option, the Formula for that option appears at the bottom of the Calculation Option Setup section.


4. Click the Save button


Post Grades at the End of the Grading Period

1. Click the Post Grades tab
(

2. Find the Current term (i.e. MIDTERM 1, TERM 1, MIDTERM 2, etc.)


3. Click the Post Grades link


4. You can enter Comment Codes in the C1, C2, C3 columns


5. Click the Save button… grades/comments are entered on the report cards


6. Repeat these steps for each of your graded classes

TIP: Only post the grades for each class once. After it has been posted, changes or modifications can be made by following the steps below.

Modify a Posted Grade on the Report Card


1. Make sure you have posted your class grades by following the steps above


2. In the upper-left corner, click the Home Page link


3. Click the My Classes link
(


4. Select the class of the student’s grade you would like to modify


5. Click the Report Card Posting link


6. Highlight the student grade you would like to modify


7. Type the new grade – this is the new grade that will appear on the report card


8. Click the Save button

TIP: This will change the grade displayed on the report card. It does not change anything in your Gradebook.
(
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