Purpose:

La Joya Independent School District

Skyward Gradebook Protocol

201771 2018

Thepurpose of this protocol is to utilize the Skyward Application for teachers to post grade
the Gradebook through Skyward located laitps://skyweb.lajoyaisd.com

How will the Protocol improve student achievement?
The Gradebook is an auditaldecument that must be accurateorder to print fident Report
Cards.

This protocolemonstrates ethical standdsgsligning tadistrictpolicy: EIE Legal andEIA Local
regarding academic achievement and grading/progress reports to parents.

Contents include:

Skyward Protocol

Progress Reporerenow Reporting Period®r comprehensive high schools
Gradng Periods 2012018

How to setup YouGradebook

How to Record a Retest on Skyw#&dadebook

How to Print Your Gradebook from Skyward

How to Read a Grade Difference Report

How to Change a Grade in Gradebook at the Office Level

How to Fix Your Gradebooiom Errors in Skyward

Process for all elementary campuses and middiehools

Staff Developmenihe Technology Department will train the Campus Technologists on ho
enter grades on Skyward.

The Technology Department will train the desitggd Campus administrator and the campus
clerk on the Skyward Gradebook.

The Techntogy Department will train thermcipal on the Skyward Gradebook and how to re
a Grade Difference Report.

Campus Technologists will train the teachers at their camphswto post grades on the
Skyward Gradebook.



https://skyweb.lajoyaisd.com/

Teachersvill input grades on a weekly basig.least two grdes per week must be entered in
order to align to Classroom Practices.

Teachers will use the Skyward Gradebook Application to post siksvgeades during the
posting window.

The Attendance Clerk/Registrar will run the Grade Difference Reports on the second six \@eeks
reporting grade period.

Clerks/Reqgistrars will provide the Grade Difference Report to campus adminisfoatargiew
and distribute to teachers for verification of grades.

Thecampusadministrator will followup to ensure that all discrepancies have been verified @hd
adjusted.

The Attendance Clerk/Registrar will run the second Grade Diféer&eport and give to the
campus administrator to assure that all discrepancies were cleared.

Note: this process will continue on a timely basis (3 days from the opening of the posting
window) until all discrepancies are cleared. The campus administriitaonitor to assure al
discrepancies are cleared.

Some Area 4 campuses will not have Grade Difference Reports due to the grading polic

At the end of the three days during the posting window, the Instructional Technology
Department will rurthe Grade Difference Report to ensure that all campuses are in compligihce
with the Gradebook procedures before the student Report Cards are printed.

Campuses that are not in compliance with the Gradebook procedures will be referred to tie
District Executve in charge of that area.

These procedures will be implemented every reporting period.

The Instructional Technology Department will offer support throughout the Gradebook prg@ess
as needed.

Procedures for East AcademyWest Academy and North Academy campuses

The teachers at East AcaderyestAcademy and North Academwill create assignments in
the Gradebook and post the grades on a weekly basis in order to track studessprogr




The teachers will continue to use the Completib@redits (Blue Form) to repocompletions o
course worko earn a credit and a final grade obtained for the course. This form will be
forwarded to the home campus for input into the Skyward Student Application system.

Report cards wilhot be run fo EastAcademy West Academy or North Academiyerefore,
Discrepancy Reportsill not be run for East Academiy/est Academynd North Academy

Procedures for the comprehensive high schoadlsr the 2017%2018school year La Joya
High School, JuarezLincoln High School, Palmview High Schoo] and the Acadeny of

Health Science Professions:

Only thecomprehensive high schools andAloadeny of Health Science Professions
will follow the attached schedule to proviRieport Card based on the following schedule




La Joya Independent School District
PostingPeriods
20172018

The following day$fiave been approved for PostiRgriods for the Iomprehensive high schools and 3
academies, La JoyarlgeCollege High School and Academy of Health Science Professions.

Grd

~ G G A Grade Inout
oo Grd Grd Start Date End Date Grade Input Grade Inp

Str Stp Start Date End Dale

REPORTINGPERIOD1 o1 [0z |(EE3VERE | 09/01/2018 || 06/03/2018 | |lo6/03/2018
REPORTING PERIOD 2 09/04/2017 J |los/21/2017 | 06/03/2018 ||| [l06/03/2018
REPORTING PERIOD 3 09/25/2017 | |10/13/2017 || 06/03/2018 | |l06/03/2018
REPORTING PERIOD 4 - 10/16/2017 | |12/02/2017 ]| 06/03/2018 | |l0s/03/2018
REPORTING PERIOD 5 11/06/2017 11/30/2017 || 06/03/2018 | |l06/03/2018
REPORTING PERIOD 6 12/01/2017 12/22/2017 || 06/03/2018 || |l0s/03/2018
REPORTING PERIOD 7 01/08/2018 | |l02/23/2018 || 06/03/2018 | |lo6/03/2018
REPORTING PERIOD 8 02/26/2018 | |[03/09/2018 || 02/16/2018 || |(02/20/2018
REPORTING PERIOD 9 03/19/2018 | |lo4/12/2018 || 06/03/2018 | |l06/03/2018
REPORTING PERIOD 10 04/16/2018 | |l05/04/2018 06/03/2018 | |losf03/2018
REPORTING PERIOD 11 05/07/2018 05/25/2018 || 06/03/2018 ||| [l0s/03/2018
REPORTING PERIOD 12 05/08/2018 ||| |l05/25/2018 || |l06/03/2018 || |l06/03/2018

Description

All Reporting Categories on Teacher Gradebooks must be aligned.

Principal please ensure audit sheets are printed and submitted to teachers every 9 weeks. Please call
Computer Services Offices for further instron on when to input and when to make corrections.

NOTE: The 12" Reporting Period is flexible due to final exam calendar at each comprehensive high sc
August 15, 2017

Grading Periods 2012018
For Elementary and Middle Schools
and any otheschooldollowing a Sx Weeks Gading Feriod




How to Setup Your Gradebook

When you log ito a new account on Skyward, you are going to see the name of the studepésiatrdy five
characters for the last name and five characters foirttenédme and with no id number aap.

4 Main Screen Samy

Other Access v | Classes v Assignments v Attendance v Categories = Grade Marks | Postingv Reports v ' Charts» Display Options v Quick Scoring
Term S2 | Ex2 [ 6TH | STH | 4TH | si | EXt | 3RD | 2ND | 1sT

naw | O w | O

sw | Optionsw | Optionse | Optionse | Optionsw | Oy sw | Optionse | O v

¥ (Grade Seq)

Next, you are going to see the assignments or terms desi{gtayn right to left. You need to set them up fro
left to right.

~ Main Screen

Other Access v ' Classes v | Assignments v egories = Grade Marks | Posting v ' Reports v = Charts v Display
Ter F S2 EX2 6TH 5TH 4TH s1 EX1 3RD

Grade tionsw ||| Optionsw || Optionsw ||| Optionsw || Optionsw ||| Optionsw | Optionsw || Options+

ST v
rt

Students (Grade Seq)

94 94.00%
94 94.00%
93.25%)
92.50%)
92.00%|
92.00%)
91.75%
90.75%)
89.75%
88.75%)




How to Setup Your Gradebook

To fix this, we are going to move the mouserDisplay Optionsand a drop menu will appear.

<4 Main Screen £ My Print Queue 4 Back

Other Access v | Classes v Assignments v Attendance v Categories | Grade Marks = Posting v | Reports v | Charts » {0/sE )20/, WO uick Scoring | Export
Term F 52 EX2 6TH 5TH ATH s1 EX1 Display Option

Grade Opt'\T)nsv Opﬂ?lsv Optionsw | Optionsw || Optionsw ||| Optionsv Opt'\_onsv Optionsv

Stu<.ﬁent D\sp\.?y
t Assignment Display

Students (Grade Seq) Grade Period Display

1 B 94 94.00% Modify Gradesheet Sequence
2 B 94 94.00% Color Legend
93 93.25%) Tools

93 92.50% Teacher's Log

92 92.00%) Drop Lowest Score

92 92.00%) Advanced Drop Lowest Score
92 91.75% Restore Deleted Assignments
Student Groups

View Backups

Assignment Comment Bank

91 20.75%)
90 89.75%)
89 88.75%)

Click onStudent Display:

< Main Screen 7 My Print Queue 4 Bac

Other Access v | Classes v Assignments « Attendance v Categories = Grade Marks | Posting v  Reports » | Charts » :Display Options Quick Scoring | Export

Term 13 S2 EX2 6TH S5TH 4TH s1 EX1 Display Optmns
Grade Optionsw || Optionsw [JlOptionsw || Optionsw ||| Options || Optionsw ||| Optionsw ||| Options+

Sort OFf Assignment Display
Students (Grade Seq) Grade Period Display
13 94 94.00% Modify Gradesheet Sequence
f 94 94,00% Color Legend
93 93.25% Tools
93 92.50% Teacher's Log
92 92.00% Drop Lowest Score
92 92.00% Advanced Drop Lowest Score
Restore Deleted Assignments
Student Groups
View Backups
Assignment Comment Bank

92 91.75%
91 90.75%
90 89.75%
89 88.75%




How to Setup Your Gradebook

Make sure to cliclon the following items, Then click dsave

udent Display

Name Display Example Save

O First Last (Full Name, Separated) Anthony A Anderson Undo

O First Last (Full Name, Grouped) Anthony A Anderson Restore

O First Last (Short Name, Separated) Antho  Ander Defaults

O Last, First (Full Name, Separated) Anderson  Anthony A Back
‘ ® Last, First (Full Name, Grouped) Anderson, Anthony A

O Last, First (Short Name, Separated) Ander  Antho

@] Suppress (Name hidden completely) No Name Appears

| Display the student's Other Name (when available) instead of the First Name and Middle Initial

Display Options

Student 1D

O Dropped Students .
[ student Grade Level You have more options to

[ student's School select from this section.
Sorting Options

O sort By First Name Last Name

‘ @ sort By Last Name First Name

O sort By Student's Assigned Seat

2 sort By Student's Grade located in "Term Grade" Column
O sort By Gradesheet Sequence (Modify Gradesheet Sequence)

Now we have the full names of students display with id numbers.

<4 Main Screen EC My Print Queue 4 Bac

Other Access v | Classes v :Assignments v Attendance v Categories | Grade Marks ' Posting » ' Reports » | Charts v Display Options = Quick Scoring ' Export

Term 13 52 EX2 6TH 5TH 4TH s1 EX1 3RD 2ND 1sT
Grade Optionsw || Optionsw || Optionsw || Optionsw ||| Options+ || Optionsw || Optionsw || Optionsw ||| Optionsw | Optionsw | Optionsw

Sort

94
94




How to Setup Your Gradebook

Now to fix the assignments display, move yawuse over t®isplay Options, a drop menu
will appear, and then click oikssignment Display

<4 Main Screen £ My Print Queue 4 Back

Other Access v Classes v Assignments » Attendance » Categories | Grade Marks | Posting v ' Reports v | Chart® uick Scoring | Export

Term E s2 EX2 6TH 5TH 4TH 1 .I-)lsplay Options
Grade Optionsw || Optionsw ||| Optionsw || Optionsw ||| Optionsw || Options+ Student D\'splay

Sort Assignment Display
Students (Grade Sea) Grade Period Display
Modify Gradesheet Sequence
Color Legend
Tools
Teacher's Log
Drop Lowest Score
Advanced Drop Lowest Score
Restore Deleted Assignments
Student Groups
View Backups
Assignment Comment Bank
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How to Setup Your Gradebook

The only thing you need to ahge here is the sequence of the assignménta Descending to Ascending.
The Assignment Heading should be as shopogsible so it will not take tomuch space, please select the

second one from first column. Then you cliskve

Assignment Display Options Save

M show Average Score of the Assignment Undo
Restore
Defaults

Back

[] show Average Score of Term Grades

] show Assignment Group of the Assignment

VI show "Term Grade" Column in a fixed location on Gradebook screen

[] show Posted Grades in a different color on Gradebook screen

] show comments for all Assignments

O Only show recent assignments on Gradebook Screen (2 weeks old and 2 weeks in the future)

[ show Earned Percent Column when Calculating Term Grade based on Minimum Percent

Sort Assignments by:

Date Sequence of the Assignments: () pescending (newest to oldest)
ﬂ (®) ascending (oldest to newest)

Program for Viewing Excel Exports:

Assignment Defaults

Maximum Score Default:

Post to Family Access Default: Yes w Post to Student Access Default: | Yes
Note: All Assignments are forced to Post to Family and Student Access for this entity.

Assignment Score Entry
O Suppress the "value entered is greater than max score” message

Assignment Heading
Options use examples with the text "Characters” representing the assignment description, "08/20/2004"

representing the due date, "Week 4 - Friday" representing a week and day,"Quiz" representing the category
code, and "100" representing the max score of an example assignment.

[ Show Category color in Assignment Headings only

{:} Description, Week, Category, Max Score {:_‘; Description, Week, Category, Max Score

Charac Characters
wWh4-F WKO4-Fri
CQuiz Quiz
100 100

@ Description, Date, Category, Max Score '::.\: Description, Date, Category, Max Score

Charac Characters
08/20 08/20/2004
Quiz Quiz

100 100

O Description, Week, Date, Category, Max Score O Description, Week, Date, Category, Max Score
Charac Characters
WOo4-F WKD4-Fri

08/20 08/20/2004




How to Setup Your Gradebook

Once you save it, it should look like this, assignments or terms are from left to right.

ECP My Print Queue 4 Bi

Attendance v  Ca : osting v ' Reports » = Charts » Display Options =

3RD EX1 51 4TH 5TH 6TH EX2
Grade i Optionsw || Optionsw || Optionsw || Optionsw || Optionse ||| Optionsw || Options+

rt

NEW|

The next thing we are going to setufCiategories.For the elementary teachers, your categories are alread set
for you; 85% Elementary &hdards and 15% HomeWork.
Secondary teachers, click Qategories.

~




