
Skyward Educator Access Gradebook 

Bells & Whistles 

 

How to set up widgets: 

On your home page when you first log in, you can click on the “select widgets” hyperlink.  Some pages will have pre-

selected widgets that are chosen by the district.  If so, you will see the box that states “no widgets are selected for this 

dashboard. Click here to add widgets.” Or, you can click on the smaller select widgets hyperlink.  Either one will work. 

 

 

When you click on widgets, several different choices will pop-up for you to choose, depending on your security level and 

whether or not your Skyward Educator Access is tied to your family access if you have children in the district.  (if you do 

have children in district but not the option to choose family access widgets, please let Karen Holyfield ext. 1489 know 

and she will get those tied together). 

You are able to rename your home page if you like.  As you can see in this example, it has been renamed to PEIMS 

Queen.  If you want to rename yours, click on the rename selected dashboard button. (1) 

 

 

If you don’t want certain dashboards, click on delete selected dashboards, and you will be able to remove. (2) 
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You are now ready to select widgets. 

 

 Under Everyone’s Widgets (3) your choices are as follows: 

• Calendar Events (district calendar events—not personal) 

• My Upcoming Meetings (any meetings scheduled through Skyward) 

• Skyward Twitter Feed (shows everything Skyward news related) 

• District Information (address) 

• RSS Feeds (one of my favorites—use it to see headlines) 

• Web Favorites (another one of my favorites-use it to navigate to your favorite sites w/o leaving skyward) 

Under Secured User Widgets (4) your choices are as follows: 

• Notifications (inform you of anything you need to know—tasks, etc.) 

• Recent programs (will show you different areas in Skyward that you have used) 

• Task History (will show you any tasks you have performed in the last 4 days) 

• Task Processes (will show you all tasks that you have scheduled) 

• My print queue (enables you to see what you have printed recently) 

• Program Locator (use this to find an area you are trying to get to but can’t remember) 

• Release Notifications (any important new features that have been released in the software) 

• Task Manager (allows you to manage any tasks you need Skyward to do) 

Under Teacher Widgets (5) your choices are as follows: 

• Grade Distribution (shows teacher how grades have been distributed over the year or a marking period) 

• Recent Assignments (shows all recent assignments) 

• Teacher Quick Access (the best widget of all for easy and quick access to gradebook and attendance) 

• Upcoming Assignments (any assignment coming up for grades, etc.) 

• My RTI students (self-explanatory) 

• Recent Messages (any email messages that you have sent to parents/students) 

• Teacher’s Students (shows all of the teacher’s students) 
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When you have selected all the widgets you want, you will need to click save and then all the widgets you want will 

show up on your home page.  Some widgets will load automatically like district information, teacher’s students, RTI 

students, and several others, but some widgets will need a little more set-up. 

Teacher Quick Access:   

Click on the “click here to select classes to display for quick 

access” 

Once you click on this, you are asked how you want to display 

your classes  

For Attendance 

you can choose 

by name, 

seating chart, 

or period,  and 

on any day or 

only on 

attendance 

days. 

For Classes you 

can choose to 

always show all 

my current 

term classes, 

only show my 

classes meeting 

today, let me select from my current term classes, or let me select from all my classes.  Last you can sort classes by 

choosing begin term, period, end term or period, begin term, end term.  Once you decide, click save. 

Once you have made your choices, your widget box should look similar to this one: 

You can now click on the bell and this will take you straight to 

the attendance page, enter attendance, click save. Done. 

If you click on the book, you will go straight to the gradebook. 

You can also click on the “my gradebook” or “post daily 

attendance” that I’m showing highlighted. 

This is just a simple shortcut so you don’t click on teacher 

access/my gradebook or post daily attendance/ then enter the 

class/then get started.  It takes out all those steps for you. 

 

 

 

 

 



RSS Feeds: This widget will allow you to have current news/headlines appear and will refresh every 15 minutes to an 

hour  depending on your settings. 

Click where it states, “click here to select RSS Newsfeeds to 

display” 

 

 

The next screen will allow you to pick from the NY Times Home Page, ESPN Top Headlines, and CNN Top Stories.  There 

is also a place to put in the https:// address of other news outlets.  If you do this, you must paste the headline in the 

other box, click test and if Skyward is able to connect, it will say valid and save it but if not, it will show invalid.   

You will also be able to choose how may minutes you want it to refresh and how many headlines you want it to display. 

 
Once you make your choices, click save and the end result should look similar to the one below: 

If you click on 

the arrow 

circled in red, it 

will give you a 

brief synopsis 

of the headline 

article.  If you 

click on the 

article headline 

(by the red 

arrow) it will 

take you to the 

complete 

article. 

 



Web Favorites:  This widget will let you enter websites that you frequent and allow you to go there without leaving 

Skyward. 

 

Click on “add web favorite” and a new screen will appear. 

 
If you know the website, you can type it in the “link” area, or you can open a new tab, pull up the website, and then 

copy the http:// address.  Paste it into “link” and then in display, Skyward will automatically name it, but you can delete 

that and enter whatever you want to help you remember what the website it. 

Once you are done, yours should look somewhat similar to the one below: 

 

You can continue adding web favorites by clicking on the “add web favorite” and you can delete, change the order, etc., 

by clicking on “edit web favorite” 

Once you have your web favorites, you simply click on the hyperlink and it will take the user to the website without 

clicking out of Skyward and into something else. 

 



Favorites:  this area should be used for places in Skyward you use a lot and need quick access, or you can’t always 

remember how to get there. 

This is what it looks like before you add any favorites. 

When you are in Skyward working in a certain area and you see 

a “star” if you click on it and it turns gold, it will now show in 

your favorites. 

 

 

 

Click the star and it will now show up in your favorites and any time you are on the home page, click on the link under 

my favorites and it will take you straight to that program. 

You can also edit these favorites by clicking the “edit favorites” 

link and follow the instructions. 

 

Student Locator is a quick way to access information about your students.   

 
If you have access to multiple campuses, use the arrow to pick the campus.  In the next box, enter the student’s last 

name or a few letters of the name and Skyward will show you the match, or possible matches once you click search. 



 

The search will show you 5 possible matches and below those you can click on previous 5 students or next 5 students to 

see more choices.  Once you have the student you need, click on their name and it will bring up the following 

information. 



 

On a normal school day (this was done on a Saturday and I entered a school date in the schedule day box), the schedule 

below would be highlighted to show you what class the student would be in at that time. 

This will also show you any alert information in the alert box. Student’s grade, default entity, date of birth, age, picture 

(if available) advisor, and homeroom (if applicable).  In the current location it would show you if the student was in the 

nurse’s office or the counselor’s office as long as they are being entered by those offices. 

You could also click on the staff button and enter a staff member and it would show you their schedule as well. 



 

At the top, you could click on the “camera” and it will take a screen shot of this, or click print and it will print this page 

and will do the same on student search. 

How to use Messenger to send Information to Students and/or Parents 

Please see the attachment that shows how to use messenger.  The only thing to tell you that is not in the attachment….. 

 

When you send a message, where it shows your email address as sent from, remove your email and enter in 

donotreply@gilmerisd.org in that place.  Put your email in the actual body of the letter.  This way, you won’t get bad 

email address email sent back to your inbox. 

  

mailto:donotreply@gilmerisd.org

