How to Change a Student’s Schedule in Skyward
Go to Student > Student Profile > Scheduling > Current

First, check your options. If you are going to make several schedule changes after the fact and for the
same effective date or at the end of the day for the same effective date, you can set your effective
date so that you don’t have to update this date repeatedly. Once you are done, you can go back and
take off the option for the specific date. You always want to leave the “Prompt for Effective Date”
option checked.

¥ Include Effective Date in Save

* Effective Date: l__,|
1#| Prompt For Effective Date
View: ® List Matrix Semester-Day ) Weekday By Term Qptions Email Legend Histor} | ) Record Person Kequesting Schedule Change
Requested By:

Current Scheduling (2018-19)

Views: | General ¥ | Filters: | #*@8-26 (YR = Year) v
= [sp Prompt to Apply Attendance When Changing Sections
Prd & |Trm Trm* Trm* Course Description Days Bldg Room Teacher Credi

Thara ara na raraede ta dienlae chack e filfar mattinae

Preference and Display Options

Schedule Display Options [\,\}

#| Display All Classes
¥ Display Enrolled Classes
¥ Display Dropped Classes

| Display Period By Period Course Availability
#| Display 'Adjusted’ Records in Light Blue
Display 'Double Booked' Records in Yellow
Display Only Courses At Student's Grade Level On Add
#| Display Class Control Set Selection Screen on Add
Display Only Classes that Fit when Adding By Open Cla
Display Only Same Term/Period/Day Classes When Rer
ni:platr Chydant Forollmant I?I.Er Tarm nn Add
4 Display Class Start Date in Student's Scher-
11 Hide 1eacher Name i Current Scheduling
Hide Room Number in Current Scheduling
Display Supplemental Auto-Scheduling Arbitrary Schea
Use Academic Hours instead of Credits

To update a student’s homeroom code (if you need to):

Go to Student > Student Profile > Entity > Entity Info

1. Click Edit. You will get a popup.
2. Enter the new homeroom number and click Save.

Entity Info
Entity Information Entity 127 =
Entity: [127 BUSH ELEMENTARY Default Entity: [Yes
School: [127 BUSH ELEMENTARY Status: |Active -
Calendar: [127 BUSH ELEMENTARY Next Year Status: |Active
Student Type: |0 REGULAR Full/Part Time: |Full-time
Advisor: Current Year Member: |Yes
Counselor: Family Representative:
Discipline Officer: Include in Honor Roll: [Yes

Include in Rank: |Yes
Multi-Rank: |No

Teacher of Record:

trument:
Print/Display Rank: |N/A
cY room Information Print Report Card: [Yes
) . Pendi
CY Homeroom: 011 01l Prometion Status: |Pending
i Percent Enrolled: 100.00
TOUME Numoes; jull | Addl . -

Teacher: |MARTIMELOOO || MARTIN MELANIE ANN
Building: |127 BUSH ELEMENTARY



Moving a student from one section of a course to another section of the same course when the
student was active in the original section:

Go to Student > Student Profile > Scheduling > Current and find the student.

1. Highlight the course that you are changing sections.
2. Select Chng Sect.

Current Scheduling (2018-19)

View: ® |jst Matrix Semester-Day Weekday By Term Opfions Email Legend History
Views: | General v | Filters: [ *ee-e6 (YR = Year) v W uick Fiter [1l] chart Options B Export Options () Print Browse
ERRED

Prda |Tm |Tme  |Tme | Course Description Sir Date Days Bldg  |Room |Teacher Credits|  Acad Hrs|Teq | Period Times. Building Desc | Room Desc Edit
101 Y 01 06 883260, 85 READING 2 08/15/2018 MTWRF 123 999 NEW TEACHE 0.000 0.000 M 7:45AM- 3:20PM  SANTA RITA ELE 999 Add Course
202 Y 01 06 886240/85 SCIENCE 2 08/15/2018 MTWRF 123 299 NEW TEACHE 0.000 0.000 M SANTA RITA ELE 999 Buikd

02 Y 01 06 800250,/85 FINE ARTS 2 08/15/2018  MTWRF 123 999 NEW TEACHE 0.000 0.000 M SANTA RITA ELE 999 Schedule
402 |y 01 06  ©89260/05 PE/HEALTH 2 08/15/2018  MTHRF 123 999 HICKS,C 0.000 0.000 M SANTA RITA ELE 999 e
50 |y 01 06  900202/@5 ELA2 (08/15/2018  MTKRF 123 999 | NEW TEACHE 0.000 0.000 M SANTA RITA ELE 999 e ‘m
604 Y 01 06  ©e0230/05 MATH 2 08/15/2018  MTWRF 123 999 | NEW TEACHE 0.000 0.000 M SANTA RITA ELE 999 ___./ -
705 |y 01 06 88822/85 SOC STUD 2 /' |08/15/2018 MTWRF 123 999 NEW TEACHE 0.000 0.000 M SANTA RITA ELE 899 [ Replace |
EEIG 01 06 |@eee12/es ADA PERIOD 2 08/15/2018 |MTWRF 123 (999 |NEW TEACHE 0.000 0.000(M SANTA RITA ELE 999 Unschedule

You will get the popup below. You will see the student’s current schedule and all of the sections of
the course that you are updating. If you do not see all sections, check your filter.

3. Highlight the section that the student is moving to.
4. Select Schedule Class.

Edit Schedule (2018-19)

Student
Student: Back
Grad Yr:
Ctuncdont Crbhadala 1 ooond
Prd |Term Course Descripfion Class Start Days Meet Credits 3
01 ¥ (01-06) 000200/05 READING 2 08/15/2018 MTWRF 0.000
02 Y (01-06) 000240/05 SCIENCE 2 08/15/2018 MTWRF 0.000
0z Y (01-06) 000250/05 FINE ARTS 2 08/15/2018 MTWRF 0.000
02 Y(01-06)  000260/05 PE/HEALTH 2 08/15/2018 MTWRF 0.000 =
02 Y (01-068)  000202/05 ELA 2 08/15/2018 MTLRF 0.000 -
04 Y (01-068)  000230/05 MATH 2 08/15/2018 MTWRF 0,000 ﬂ
v (01-06)  000220/05 50C STUD 2 08/15/2018 MTWRF - Period
- Y (01-06) |000012/05 ADAPERIOD2  |08/15/2018 W mapamonn
— —
Credits: 0.000| Credits: w0
Course Filter f Views: | General ¥ | Filters: | Skyward Default Quick Filter (2} ¥ | ¥ Quick Filter @ r ptions. @ Export Cptions @Pnnl Browsze Schedule
Class
Sched Group: | *Mone® v Combined |
Avail Days Room Room
Short Description Fit Seats Prd Meet Teacher Bldg |Room |Usage Usage View Al
s I ; ADA PERIOD 2 -l_ Y0100 12 [MIWRF ___|MONTANEZA 123|099 |561/0 [561/0 ek
: ADA PERIOD 2 Yes ¥ (01-06) 12 MTWRF PAREDES, A 123 999 561/0 561/0
Period: Y 3 feea1z 02 ADAPERICD 2  Yes | 15 ¥ (01-068) |12 MTWRF ERLANGER, C 123 999 5610 561/0
Teacher: | ALl Teachers M 4 epEel12 04 |ADAPERIOD2  Yes 11 Y (01-06) 12 MTWRF BAKER,N 123 999 5610 561/0
Teacher: w4 5 feeal2 05 ADA PERICD 2 Enr 13 ¥ (01-06) 12 MTWRF NEW TEACHE 123 989 561/0 561/0
Only Classes with Seats Available 6 feealz 51 ADA PERIOD 2 Yes 25 Y (01-06) |12 MTWRF BARRON,S 123 999 561/0 561/0

Only Classes that Fit L I,\}



You will get another popup below.

5. Check the effective dates. These dates are the student’s first day in the new section.
6. Click Continue.

Change Section ocator g@lCapture Screen TE] Release Notes ] New Window £ My Print Queue | 2 | Help Mer
Change Section | Continue |
| Back |
=)

Class Information: 000012 / 01

Class: 000012 / 01
Desc: |ADA PERIOD 2
Term: Y (01-06)

Prd:

Class Control Set
| Scheduling Terms: | ¥ (81-86) - YEAR [Normal] v

Transaction,Sztzil=
‘ Effective Date: [08/16/2018 ||z Thursday

= _ 5

E Change Class: 000012 / 05

Class: (000012 / 05
Desc: |ADA PERIOD 2

Class Control Set

Term: ¥ (01-06) | Scheduling Terms: | Y (81-86) - YEAR [Normall v
Prd:
Ti tiopmSaizils - L\s
- - B Date Added:
Effective Date: [08/16/2018  ||::¢] Thursday

Grade Check Info
There are Mo Grades Present.

The effective date is after the student start date of 08/15/2018 and cannot be deleted, Continue Scheduling
will DROP this class.

You may get a popup like this:

7. Click Schedule.

i Scheduling Conflict... ;

! Warning! Class 000440/02 does not fit into 3 current schedule.

|
i

| Would you still like to ule it?

[ Schedule Cancel

The course will go “green” on the student’s schedule to indicate that it has been dropped.



You need to repeat steps 1-7 for all the courses. Once you are done changing all the course sections,
the student’s schedule will display the dropped sections in “green” along with the non-highlighted
active sections like the example below.

LUTTHL YLHITUMITY (&Y IV 12

View: ® Ljst Matrix Semester-Day Weekday By Term Opfions Email Legend History
Views: | General ¥ | Filters: | *@@-86 (YR = Year) v 4
Str Stp I |
Trm Trm* Trm* Course v Descripfion Sir Date Days Bldg Room Teacher Credits Acad Hrs | Teg Period Times Building Desc Room D
IJ---EII | |000260/05 | PE/HEALTH 2 |[08/15/2018 mm—m—m
20 2B8258/05 FINE ARTS 2 08/15/2018 MTWRF NEW TEACHE 0.000 0.000 M SANTA RITA ELE 999
3 02 Y 01 06 2e825a/81 FIMNE ARTS 2 08/16/2018 |MTWRF 123 ag9 MNEW TEACHE 0.000 0.000 M SANTA RITA ELE 999
4 02 ¥ 01 06 2e824a8,/85 SCIENCE 2 08/15/2018 |MTWRF 123 ago NEW TEACHE 0.000 0.000 M SANTA RITA ELE 999
5 02 A 01 05 aee248/81 SCIENCE 2 08/16/2018 MTWRF 17" oo PAORITARICT A oo A 000 | M SANTA RITA ELE 999
5 04 Y 01 05 288238/05 MATH 2 — et 0o M SANTA RITA ELE 999
7 04 Y 01 05 ee823a,/01 MATH 2 08/16/2010 0o M SANTA RITA ELE 999
8 05 Y 01 05 ABa228/85 SOC STUD 2 08/15/2018 |MTWRF oo M SANTA RITA ELE 999
9 05 Y 01 06 2e68228,/81 SOC STUD 2 08/16/2018 |MTWRF oM SANTA RITA ELE 949
10 03 Al 01 06 288202/a5 ELA2 08/15/2018  MTWRF oo M SANTA RITA ELE 999
11 03 Y 01 06 2ea2e2/ 0l ELA 2 08/16/2018 |MTWRF oM SANTA RITA ELE 999
12 01 Y 01 05 2B8268/05 READING 2 08/15/2018 MTWRF | 0o M 7:45AM- 3:20PM  SANTA RITA ELE 999
13 01 Y 01 05 eee208,/81 READING 2 08/16/2018 MTWRF 123 Qg9 MONTANEZ A 0.000 0.000 M 7:45AM- 3:20PM  SANTA RITA ELE 999
14 12 ¥ 01 06 286a12/85 ADA PERIOD 2 08/15/2018 |MTWRF 123 ag9 NEW TEACHE 0.000 0.000 M SANTA RITA ELE 999
15 12 Y 01 06 eepalz/el ADA PERICD 2 08/16/2018 |MTWRF 123 agg MONTANEZ A 0.000 0.000 M SANTA RITA ELE 999
Moving a student from one section of a course to another section of the same course when the
student was never active in the original section:
You will follow most of the same steps below but will alter the effective date to delete the course
section. This course needs to be deleted instead of dropped since the student was never active in the
course.
Go to Student > Student Profile > Scheduling > Current and find the student.
1. Highlight the course that you are changing to the correct section.
2. Select Chng Sect.
Current Scheduling (2018-19)
View: ® |jst Matrix Semester-Day Weekday By Term Opfions Email Legend History
Views: | General v | Filters: [ *ee-e6 (YR = Year) v W uick Fiter [1l] chart Options B Export Options () Print Browse -C“lick
Str Stp. Print
Prda |[Trm  |Trm* | Trm*  |Course Descriplion Str Date Days Bldg Room | Teacher Credits. Acad Hrs | Teq | Period Times Building Dese Room Desc Edit
101 Y (38 06 9206260/85 READING 2 08/15/2018 MTWRF 123 999 MNEW TEACHE 0.000 0.000 M 7:45AM- 3:20PM  SANTA RITA ELE 999 Add Course
202 Y [1}8 06 900240/85 SCIENCE 2 08/15/2018 MTWRF 123 999 MNEW TEACHE 0.000 0.000 M SANTA RITA ELE 999 Build
302 Y ()8 06 8208250/05 FINE ARTS 2 08/15/2018 MTWRF 123 299 MEW TEACHE 0.000 0.000 M SANTA RITA ELE 999 Schedule
4 02 Y 01 06 2eezc0/e5 PE/HEALTH 2 08/15/2018 MTWRF 123 999 HICKS,C 0.000 0.000 M SANTA RITA ELE 999 DNron
503 Y 01 06 eeezez/es ELAZ 'IUS“’JS,‘".ZD]B MTWRF 123 999 NEW TEACHE 0.000 0.000 M SANTA RITA ELE 999 ‘m’
6 04 Y 01 06 eeez3a/es MATH 2 / 08/15/2018 MTWRF 123 999 NEW TEACHE 0.000 0.000 M SANTA RITA ELE 999 ___./ LL109.260,
7 05 Y 01 06 888228/85 SOC STUD 2 \/ 08/15/2018 MTWRF 123 999 NEW TEACHE 0.000 0.000 M SANTA RITA ELE 999 ’m‘

E 12 Y 01 06 £06012/85 ADA PERIOD 2 08/15/2018 |MTWRF 123 999 NEW TEACHE 0.000 0.000 (M SANTA RITA ELE 999 Unschedule




You will get the popup below.

3. Highlight the section that the student should have been in.
4. Select Schedule Class.

Edit Schedule (2018-19)

Student
Student: Back
Grad Yr:
Ctudant Cohadula | ,‘:NHA
Prd Term Course Description Class Start Days Meet Credits
01 Y (01-08) 000200/05 READING 2 08/15/2018 MTWRF 0.000
02 Y (01-06) 000240/05 SCIENCE 2 08/15/2018 MTWRF 0.000
02 Y (01-06) 000250/05 FINE ARTS 2 08/15/2018 MTWRF 0.000
02 v (01-05)  000260/05 PE/HEALTH 2 08/15/2018 MTWRF 0.000 e
03 Y (01-06) 000202/05 ELA 2 08/15/2018 MTWRF 0.000 —
04 Y (01-06) 000230/05 MATH 2 08/15/2018 MTWRF 0.000 3
v (01-06)  000220/05 50C STUD 2 08/15/2018 MTWRF Feriod
2 v 000 looooassoaresiooz |ogrsoismer oo |
—= —
Credits: 0.000 Credits: J0
Course Filter " Views: | General v | Filters: | Skyward Default Quick Filter (2) v | ¥ Guick Fitter [l 4 _pfions ] Export Opfions [&Prinlﬁmwse §[é?‘edl-||5
Sched Group: | *None* v Combined | a—
Avail Days Room Room
Short Dascnpllon Fit Seats Prd Meet Teacher Bldg Room | Usage Usaga | View All
s ; --mﬂ-—m e
ADA PERIOD 2 Yes Y (01-06) |12 MTWRF PAREDES, A 123 999 561/0 561#’0
Period: ! 3 pean12 03 ADA PERIOD 2 Yes | 15 Y (01-06) |12 MTWRF ERLANGER, C 123 000 | 561/0 561/0
Teacher: | ALL Teachers T 4 oooa12 04 ADAPERIOD2  Yes | 11 Y(01-06) 12 MTWRF BAKER,N 123 999 561/0 561/0
Teacher: A 5 eeeal2 05 ADA PERIOD 2 Enr 13 ¥ (01-08) 12 MTWRF NEW TEACHE 123 299 561/0 561/0
Only Classes with Seats Available 6 2esal2 51 ADA PERICD 2 Yes 25 Y (01-08) |12 MTWRF BARRON,S 123 999 561/0 561/0
Only Classes that Fit 4 L&

You will get another popup below.

5. Check the effective date for the correct course section. This is the student’s first day in section.
6. Enter the effective date to match the “Date Added” date and click enter on your keyboard.
7. You will get an option to delete or drop the class. Select “Delete” in the Delete or Drop Class

field. As long as grades are not present, you can delete the course.
8. Select Continue.
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W OSELUIE | LS SR WA ULISLUL LTI BUT I LS Wl
: Change Section /2% Student Locator ggiCapture Screen 5| Release Motes ] New Window £ My Print Queue | ? | Help Menu
J| Change Section | Continue

9 Cl Class Information: 000012 /01
Class:
i ass: (000012 / 01 Class
Desc: |ADA PERIOD 2 .
Term: [¥_(01-08) Scheduling Terms: | Y (@1-26) - YEAR [Normal]
i Prd: [12
Trans. Details
1 Effective Date: [08/15/2018 _|[::%][Wednesday
|
Scheduling Alerts
Fit Warning: This class does not fit into student's current schedule.
=

Change Class: 000012 / 05

Class: |000012 / 05
Desc: |ADA PERIOD 2

Term: [¥_ (01-06)
Prd: [12

Class Control Set
Scheduling Terms: | Y (01-86) - YEAR [Norma’

Tran: ion Dewine
Date Added: |08/14/2018

Effective Date: [08/14/2018 _|[g][Tuesd

Grade Check Info

There are No Grades Present.
Delete or Drop Class:

Back




You need to repeat steps 1-8 for all the courses. Once you are done changing all the course sections,
the student’s schedule should display only with the non-highlighted active sections.

Reactivating a student’s schedule when they were withdrawn or no-showed and have returned

(The student’s schedule has “gone green”:

Go to Student > Student Profile > Scheduling > Current and find the student.

1. Highlight the course that you need to reactivate.

2. Select Activate.

‘urrent Scheduling (2018-19)

View: @ List () Matrix ) Semester-Day ) Weekday By Term

(_options | [ Email ) [_Legend | [ Histoy | o

Views: | General v | Filters:

R R L] v

W Quick Fiter [il chart options BH] Export Options: () Print Browse: Gp"_wlk
rin

ERRE]
Prda [Tm |Tm¢  |Tm* | Cowse De scripiion

r Date Room | Teach

Str er \ dits
I- II_IE s [T mm-m

2 13 [62058a7820 ReRDING 4 NELSON,J

Acad Hrs|Teq | Period Times Building Desc Room Desc

0.000 0.000 M SANTA RITA ELE 999

303 vy (ot oo | [PEGSSGUGANNNN SCIENCF o 3 (099 NIXSOMK 0.000 0.000 M SANTA RITA ELE 999
404 Y o1 06 3 oW NIXSONK 0.000 0.000 M SANTA RITA ELE 999
505 Y 01 06 0 3 (999 HOLEMANC 0.000 0.000 M SANTA RITA ELE | 999
606 v 01 05 [600950@20 FUIE ARTS 4 ( 3 999 NEW TEACHE 0.000 0.000 M SANTA RITA ELE 999
706 v |01 05 | [BEGHGAJGSNNNN PE'HEALTH 4 ( 3 999 MARINOB 0.000 0.000| M SANTA RITA ELE 999
g12 v |01 06 |GGGGIAJOSNNNN ACA PERIOD 4 C 3 933 VOURAZERTS 0.000 0.000 M SANTA RITA ELE 999

You will get the popup below.

3. Highlight the matching term to that from the student’s schedule Trm column.

4. Click Select.

Student: |¢ |« »]
[Prev.) (Nex(Info)

Ranges

{{# Class Control Sets for 000430/02 - Entity 123 - WS\ST\TB\SC\CS\CS - FBhog - ..  — O X

@ Secure | https://skyward.iscorp.com/scripts/wsisa.dll/WService=wsedumidlandisdtx/ssc...

Grad Year (Grade): |2027 (04 DOB (Age): |09/27/2008 (9 Entity, School, Status:

Customize

Homeroom:[402 | O
Current Scheduling (2018-19)

View: ® List ) Matrix ' Semester-Day ) Weekd | Optiong
Views: \”""" Eil £ers *BB-86 (YR = Year\ - \

Prd & | Trm

1o JIv |
¥
¥
¥
¥
¥
A
Y

ipi Sir Date
[T MATH 4 [ 08/15/2018 |
[6@63887820 READING 4 08/15/2018
[EEeaEa 8 ScIENCE 4 08/15/2018 ¢

203
303

4 04 01 06 |@8e428jaa SoC STUD 4 08/15/2018
505 o1 |06  |GBG4G2JBINNNN ELA 4 08/15/2018 |1
6 06 01 06 |EB045@JB2NNNN FINE ARTS 4 08/15/2018
7 06 01 |05  |@B04EEJB2NNNN PE/HEALTH 4 08/15/2018 ¢
8 12 01 05 |@B8eaayBaNNNN ADA PERIOD 4 08/15/2018

You may get another popup below.

5. Click Schedule.

_.-'lStudenl Locator dCaplule Screen t| Release Motes {|=_'| New Window IEIMy Print Queue | ? | Help Menu

Stude
Views: T Quick Fitter [l Chart Select |
Filters: | *Skyward Default ¥ & Export Options &Prinlewse - T —
[Display | [ | Display| Display| Sched| |
LITSral &
||ﬁ--
b 'SEMESTER'T ' o3
3 Y52 SEMESTER 2 Subset 04 06

i Scheduling Conflict... =

I Warning!

|

A Would

55 00044002 does not fit into

e to schedule it?

5 current schedule.

|

| Schedule |

Cancel

(2

( Eat |
| Add Course |

Build ‘
Schedule

[ —

| Activate |




You will get another popup below.

6. Check the effective date. This will be the student’s re-entry date.

7. Click Save.
Options | | §{t Transaction Maintenance - Entity 123 - WSST\TBSOCERS - 1. — | >
8 Secure | htips://skyward.iscorp.com/scripts/wsisa.dll/WService=wsedumidl...
—|ocator g@lCapture Screen TS| Release Notes ] Mew Window IEI My Print Queue | ? | Help Menu | [~
Days | Student: iing Desc Roo
)18 |MTWRF = TA RITA ELE 999
118  MTWRF 000014/02 Transa rmation ___ Save TA RITA ELE 999
118 |MTWRF e Fack | NTA RITA ELE 999
J18  MTWRF * Effective Date: [(ERIEE. |3 Thursday NTA RITA ELE 999
118 |MTWRF NTA RITA ELE 299
j18 MTWRF | Asterisk (%) denotes a required field NTA RITA ELE 999
118 |MTWRF NTA RITA ELE 999

You need to repeat steps 1-7 for all the courses. Once you are done changing all the course sections,
the student’s schedule should display only with the non-highlighted active sections.



