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Have it your way!! 
 
PREFERENCES is a menu option from the Main Screen. This screen is set by each individual user. 
 

 
 
From this screen you can: 
 Determine which options you want available in Data Mining 
 Opt to have the graphics appear on your module buttons 
 Change the color that appears around your module buttons and the tabs on the student screen 
 For the user to select a printer each time they run a Quick Print Report 

Instructor note: we suggest they have this checked – if printer gets set on certain screens, 
carries over to Quick Print – schedule screen example) 

 Access Student Tab Preferences (can also be accessed from Student screen) 
 
 
Briefly go to HELP from main screen as direct link to Skyward homepage and join an Ilinc. 
 
 
I don’t need all these tabs! 
 
SM/ST go to Options/Student Tab Preferences 
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Tabs to Display –  only display the tabs containing information applicable to your usage 
   Set the order the tabs display in  
   Set the tab you want as the screen default when you first enter the Student screen 
 
Additional Student Info 
   You can have up to 109 characters display 
 
Color Display Options 
   Set your tabs to your personal preference 
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There are too many fields! 
 

 
 
Instructor note:  pull up each screen and review 
 
 
Who changed the student’s schedule? 
 

 
 
From the Schedule tab, click the  button. Click .  

   

From the menu option you can choose how 
you view the student Schedule tab screen and 
the Discipline tab screen.  
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Can I see attendance history for a student quickly? 
 

 
 
 
I can’t see what I want to see on the GRADES tab. 
 
 

  
 

 

By un-checking the box next to “Current 
Year Only” you can see a student’s entire 
attendance history. 
 
This can also be sent to an Excel spreadsheet 
by clicking the column icon ( ) in the 
upper left-hand corner of the table bar. 

While on the GRADE tab, you can click the  
button.  

You can set what you want to see 
and the grade buckets you want 
visible.   
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Why would I ever use the MISC screen under NCLB-2? 
 
You can use this screen to track students who are enrolled in programs in your district that are not 
reported to PEIMS but need to be monitored. 
 

 
 
What if I am working in another screen and just need to get the student’s birthdate, 
parent name, etc… 
 
You can be on almost any other screen in Skyward and access the student’s basic demographic data as 
well as several other key fields simply by striking the <F10> key. 
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It’s 1:00, where is the student right now? 
 
You can strike the <F11> key to access the student’s schedule. You can also access the teacher’s 
schedule by changing your selection in the top left corner. Depending on the time of day, the location of 
the student will be the highlighted line.  
 

 
 
How can I get a list of my active students really quick?! 
 

 
 
 

 
 
 
 
 

Click  then . Set the STATUS field on the Range 
screen to ‘Active’; click . 

Hit the icon to create and Excel spreadsheet – BAM!  You 
have an active list of students that can be sorted, filtered, etc. 
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Student Indicators……… 
 
Student Indicators are located in the upper right-hand corner of the student screen. These icons provide 
quick, visual identification of important information regarding the student.  
 

  
 
 
The plus to using these is that the teacher can view 
these as well from their Family Access screen in the gradebook. 
 
 
Want a quick way to update the home address? 
 
Click  
 

 

A 
Light 
Gray At-Risk 

G 
Light 
Green Gifted and Talented 

H Yellow Hlth Cndtn 
L Purple LEP 
R Red Retained Previous Year 

D 
Light 
Blue Special Ed Disability 
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We have a check……. 
 

 
 
 
Quick and easy Admit Slips…… 
 

 
 

You can use this 
feature to look up, 
by address, the 
residents listed in a 
particular house, 
apartment, etc…. 
 
Example: Child 
Nutrition has a 
check from a parent 
but they don’t know 
which student to 
associate with the 
payment.  

These can be run 
from 
SM/OF/AT/RE/
Daily Reports. 
 
You can print 
them for any 
attendance type. 
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Isn’t there a faster way………. 
 Some quick keyboard shortcuts 
 
 
To enter the current day’s date in a date field:   Ctrl + T 
 
To display a calendar in a date field:     Alt + Up Arrow 
 
To access a menu option:      Alt + Letter 
 
To obtain students Internal ID:     Ctrl + S 


