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STUDENT MANAGEMENT QUICK START COURSES

Attendance
Course Overview: Learn how to create a school calendar, configure details such as how many class
periods are in a day, create reports about student attendance, and enter attendance records.
Goals:
•
•
•
•

Create and maintain attendance codes.
Create and maintain attendance calendars.
Enter and maintain individual student attendance records.
Produce attendance reports.

Behavior Management
Course Overview: We will focus on entering offense and action records for specific students from the
administrative side, as well as how teachers can enter warnings and referrals. Finally, we’ll cover
processing discipline reports.
Goals:
• Maintain discipline offense and action codes.
• Maintain student discipline records.
• Produce needed discipline reports.

Family/Student Access Setup and Use
Course Overview: This course will walk you through configuring access to the Student Access and Family
Access portals. You will determine what information displays on these portals and how students and
guardians can view that information. You will configure the option to allow guardians to complete change
requests to update their demographic information. Lastly, we will set up new student enrollment so
guardians can enroll their students online from home.
Goals:
•
•
•
•
•
•

Configure security to allow the use of Family and Student Access.
Maintain the system configuration and entity group configuration.
Utilize Family/Student Access utilities.
View the student information available to you.
Configure the system to allow for change requests.
Approve and maintain change requests.
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Fee Management
Course Overview: Fee Management allows for the tracking of student charges, which Skyward’s solution
divides into three categories: course fees, activity fees, and general fees. Payments can then be applied
towards these fees.
Goals:
• Set up the account configurations and create the codes in the account area that are necessary for
fee processing.
• Configure the Fee Management settings within the entity and entity group year configurations.
• Create fee codes and payment type codes.
• Record student fees and payments.
• Update and export payment accounting information.
• Complete fee transactions such as deleting student fees, creating fee reversals, applying unapplied
payments, reimbursing payments, and processing NSF checks.
• Process Fee Management year-end utilities.

Food Service
Course Overview: You’ll learn all you need to know about maintaining customer and payer
records, the Point of Sale, as well as purchases and payments. You will also be able to generate the
necessary reports for both state reporting purposes and to maintain the Food Service department.
Goals:
•
•
•
•
•

Create and maintain customer information.
Create and maintain payer accounts.
Configure and utilize the Point of Sale.
Maintain purchase and payment transactions.
Generate and utilize food service reports.

Fundamentals of Student Management
Course Overview: Learn how to complete a preliminary setup in your database. This includes creating
student profiles to keep track of student information such as demographics and school enrollment
information and how to use special Student Management features such as messages and automatic alerts.
Goals:
•
•
•
•
•
•
•
•
•

Create and maintain codes.
Create and maintain student name and enrollment records.
Attach information to the student profile.
Attach and maintain family information for students.
Maintain student homerooms.
Process enrollment and student reports.
Utilize the Message Center.
Utilize activity functionality.
Utilize locker functionality (optional).
6
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STUDENT MANAGEMENT QUICK START COURSES

General Navigation (Student Records)
Course Overview: You’ll learn how to create student profiles to keep track of student information such as
demographic, family, activity, locker, and school enrollment information. You’ll also learn how to use special
Student Management features such as messages and automatic alerts.
Goals:
• Manage the options on the home screen.
• Use columns and filters.
• Inquire on student information.

Gradebook and Teacher Access Setup
Course Overview: Gain knowledge to set up codes and configurations, and understand how that affects
what teachers can see and do in their gradebooks. View the best ways to utilize gradebooks and maintain
data on students in their classes, how to view reports in Teacher Access, and how to utilize activities access.
For more specific courses, see Standards Based Gradebook and Teacher Access Quick Start (p. 11) or
Traditional Gradebook and Teacher Access (p. 12).
Goals:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Create and maintain gradebook-related codes.
Process gradebook utilities.
Maintain attendance records and seating charts.
Create a discipline referral.
Create and send messages in the Message Center.
Maintain gradesheet settings within a gradebook.
Create and maintain assignments within one or more gradebooks.
Score assignments utilizing all scoring functions.
Create and maintain online assignments.
Navigate the gradebook and view student information.
Transfer grades for new students in your class.
Analyze student performance.
Produce gradebook reports through Teacher Access.
Enter grade overrides and percent adjustments.
Enter report card comments.
Configure and process grade change requests.
Enter grade change requests through Teacher Access.
View the last time the gradebook was accessed.
View student assignments and scores.
Maintain substitute assignments.
Process administrative gradebook reports.
View student information in activity access.
Generate reports for activities.
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STUDENT MANAGEMENT QUICK START COURSES

Grading
Course Overview: This course will walk you through the setup of the Grading area so that you can track the
grades you need, accurately calculate the GPA values you wish, be able to maintain student grading records,
and then ultimately run processes and reports based on student grades and GPA.
Goals:
•
•
•
•
•
•
•
•
•
•
•

Create and maintain grading codes.
Set up and maintain grading configuration settings.
Process necessary grading utilities.
Configure GPA for later use on things like honor roll and rank.
Maintain course master records as they pertain to grading.
Maintain the grading tab in the student profile.
Interpret GPA through its use in honor roll and rank.
Maintain course master records as they pertain to grading.
Produce grading reports.
Create codes needed for office visits.
Enter office visit records and manage the office visit queue.

Graduation Planning
Course Overview: Learn to create and maintain graduation plans and configure how credits will calculate for
these plans. After that, you’ll learn how to assign and maintain students’ graduation plans.
Goals:
• Create and maintain graduation plans for the district and entity.
• Maintain individual student graduation plans.

Health Services
Course Overview: Learn how to create, maintain, and track the various health records for students, such
as childhood illnesses, diabetes care logs, health conditions, medications, vaccinations, hearing,
physicals, and vision.
Goals:
•
•
•
•
•
•
•
•
•

Create codes that pertain to applicable medical records.
Create and maintain student health records.
Create records for students en masse.
Edit or void records created in error.
Track student medications.
Run a report of the medications that are to be administered for a day.
Enter office visit records and manage the office visit queue.
Create and maintain student vaccination records.
Track student compliance and keep parents informed about compliancy.

8
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Reporting
Course Overview: Learn how you can design and run custom reports about any information in your database
and how to assign who has access to those reports.
Goals:
•
•
•
•
•
•
•
•
•
•
•
•

Create and run a report.
Utilize field and line formatting and properties.
Create calculated fields and aggregate math fields.
Add text and images to a report.
Add and sort sections and lines to a report.
Create report filters, prompts, and parameters.
Configure report styles.
Configure report security.
Make reports available to other users.
Import reports.
Configure scheduled report runs.
Utilize the report designer, report, and my report queue areas.

Scheduling - Current Year
Course Overview: The Scheduling - Current Year course includes a comprehensive look at the setup of the
scheduling area. Learn how course and section information is created to place students into classes and how
to create meeting patterns to define what period the classes will meet and which teachers will lead the
classes. Be able to complete day-to-day scheduling processes, individually and with mass processes. Learn
to use utilities and reports that will aid in the creation of student schedules.
Goals:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Create and maintain curriculums.
Add and maintain staff records.
Locate staff schedules.
Create and maintain courses within the course list.
Create and maintain sections within a course.
Create and maintain meets within a section.
Generate and utilize course reports.
Create and maintain scheduling student codes.
Create and manipulate individual student schedules appropriately.
Use individual and mass utilities for the creation of student schedules.
Configure Cross Entity Course Scheduling (CECS).
Set up courses offered to and from your entity.
Learn how CECS interacts with other products.
Generate and utilize student and teacher reports.
Create codes needed for office visits.
Enter office visit records and manage the office visit queue.

9
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Scheduling - Future
Course Overview: The Scheduling - Future course includes a comprehensive look at the scheduling setup
for the next year including how to create course and section information, and meeting patterns to define what
period the classes will meet and which teachers will lead the classes. Learn how to link two or more classes
together that must be taken within the same year. Create student schedules and make modifications to those
schedules. Utilities and reports will be discussed that will aid in scheduling for the next year.
Goals:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Process the mass enroll students entity.
Add and maintain staff records.
Maintain staff schedules.
Create and maintain courses with the course list.
Create and maintain sections within a course.
Create and maintain meets within a section.
Generate and utilize course reports.
Create and maintain scheduling categories.
Create and maintain scheduling teams.
Add and maintain individual and mass student course requests.
Generate and utilize reports to verify course requests.
Process and update estimated number of sections utility.
Create and maintain block periods.
Create and manipulate individual student schedules.
Use scheduling utilities.
Configure Cross Entity Course Scheduling (CECS).
Set up courses offered to and by your entity.
Understand how CECS interacts with other products.
Generate and utilize student and teacher reports.

Security (Student Records)
Course Overview: Learn security configurations such as timeout settings, monitor system changes that
affect security, and learn how to set up
new users within the system with appropriate access.
Goals:
•
•
•
•
•
•
•
•
•

Maintain security system configurations.
Create and set up LDAP providers and authentication methods.
Create security users, security groups, and roles.
Set up screen security and maintain roles.
Set up and maintain security groups.
Process security setup verification reports.
Set up and maintain security users.
Impersonate another security user.
Run mass change processes to adjust security access for Family Access users and Student Access users.
10
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Standards-Based Gradebook and Teacher Access
Course Overview: Learn how to use the gradebook to view and maintain data on your students. Additonally,
learn about the different reports that are available through Teacher Access.
Goals:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Use general navigation within Teacher Access
Maintain attendance records and seating charts
Create and send messages through the Message Center
Maintain gradesheet settings within a gradebook
Create and maintain assignments within one or more gradebooks
Score assignments utilizing all scoring functions
Create and maintain online assignments
Navigate the gradebook and view student information
Transfer grades for new students in your class
Produce gradebook reports through Teacher Access
Enter grade overrides and percent adjustments
Enter report card comments
Enter grade change requests through Teacher Access
View student information in Activity Access
Generate reports for activities

System Administration (Student Records)
Course Overview: Gain knowledge about the tools available within this area. You will learn how to maintain
and make modifications to your database, investigate performance issues, mass resend failed emails, and
perform advanced database customization.
Goals:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Organize information by school year, district, and entity.
Create schools and buildings to further organize data.
Understand the use of the name list.
Configure options to aid in the maintenance of student records.
Utilize the import and export tools available.
Configure system settings and codes.
Understand the information contained in the system profile.
Resend emails from the email queue.
Schedule processes to automatically run at regular intervals.
Understand and process system utilities.
Create modules and browses.
Configure menu display of modules.
Understand system validation rules.
Create and maintain custom workflows.
Create and maintain object workflow triggers.
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Traditional Gradebook and Teacher Access
Course Overview: Learn how to use the gradebook to view and maintain data on your students. Additonally,
learn about the different reports that are available through Teacher Access.
Goals:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Use general navigation within Teacher Access
Maintain attendance records and seating charts
Create and send messages through the Message Center
Maintain gradesheet settings within a gradebook
Create and maintain assignments within one or more gradebooks
Score assignments utilizing all scoring functions
Create and maintain online assignments
Navigate the gradebook and view student information
Transfer grades for new students in your class
Produce gradebook reports through Teacher Access
Enter grade overrides and percent adjustments
Enter report card comments
Enter grade change requests through Teacher Access
View student information in Activity Access
Generate reports for activities
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Assessment
Course Overview: This course will outline how to create and maintain student assessment records.
Goals:
• Enter and maintain individual student assessment records.
• Import student assessment records from a data file.

Attendance
Course Overview: Learn how to create a school calendar, configure details such as how many class
periods are in a day, create reports about student attendance, and enter attendance records.
Goals:
•
•
•
•
•

Create and maintain attendance codes.
Configure attendance settings.
Create and maintain attendance calendars.
Enter and maintain individual student attendance records.
Produce needed attendance reports.

Behavior Management
Course Overview: We will focus on entering offense and action records for specific students from the
administrative side, as well as how teachers can enter warnings and referrals. Finally, we’ll cover
processing discipline reports.
Goals:
• Maintain discipline codes, discipline configuration options, and student discipline records.
• Produce needed discipline reports.

Data Mining (Student Systems)
Course Overview: This course will outline how to design and run reports based on data in specific areas of
your system.
Goals:
• Create and run data mining reports
• Create and utilize filters and sorts for data mining reports

14
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Fee Management
Course Overview: Fee Management allows for the tracking of student charges, which Skyward’s software
divides into three categories: course fees, activity fees, and general fees. Payments can then be applied
towards these fees.
Goals:
• Set up the account configurations and create the codes in the account area that are necessary for
fee processing.
• Configure the Fee Management settings within the entity and entity group year configurations.
• Create fee codes and payment type codes.
• Record student fees and payments.
• Update and export payment accounting information.
• Complete fee transactions such as deleting student fees, creating fee reversals, applying unapplied
payments, reimbursing payments, and processing NSF checks.
• Process Fee Management year-end utilities.

Food Service
Course Overview: You’ll learn all you need to know about maintaining customer and payer
records, the Point of Sale, as well as purchases and payments. You will also be able to generate the
necessary reports for both state reporting purposes and to maintain the Food Service department.
Goals:
•
•
•
•

Create and maintain customer information and payer accounts.
Configure and utilize the Point of Sale.
Maintain purchase and payment transactions.
Generate and utilize Food Service reports.

Fundamentals of Student Management
Course Overview: Learn how to complete a preliminary setup in your database. This includes creating
student profiles to keep track of student information such as demographics and school enrollment
information and how to use special Student Management features such as messages and automatic alerts.
Goals:
•
•
•
•
•
•
•

Create and maintain entity, district, building, and room records.
Create and maintain your district, enrollment, school, student, staff, and demographic codes.
Maintain the entity year configuration settings.
Create and maintain address, name, email address, staff, and homeroom records.
Maintain district configuration settings.
Identify and use appropriate utilities for enrollment mass processes.
Navigate and utilize the student profile screens, message center, student utilities, activities 		
functionality, and locker functionality.
• Utilize the message center.
15
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General Navigation (Student Records)
Course Overview: You’ll learn how to create student profiles to keep track of student information such as
demographic, family, activity, locker, and school enrollment information. You’ll also learn how to use special
Student Management features such as messages and automatic alerts.
Goals:
• Create and maintain entity, district, building, room, address, name, email address, staff, and 		
homeroom records.
• Create and maintain your district, enrollment, school, student, staff, and demographic codes.
• Maintain the entity year and district configuration settings.
• Identify and use appropriate utilities for enrollment mass processes.
• Navigate and utilize the student profile screens, message center, student utilities, activities 		
functionality, and locker functionality.

Gradebook and Teacher Access
Course Overview: Gain knowledge to set up codes and configurations, and understand how that affects
what teachers can see and do in their gradebooks. View the best ways to utilize gradebooks and maintain
data on students in their classes, how to view reports in Teacher Access, and how to utilize activities access.
Goals:
•
•
•
•
•
•
•
•
•
•
•
•

Create and maintain gradebook-related codes and assignments within one or more gradebooks.
Process gradebook utilities.
Maintain attendance records, seating charts, and gradesheets.
Create a discipline referral, gradebook reports, and activity reports.
Create and send messages in the Message Center.
Score assignments utilizing all scoring functions.
Navigate the gradebook and view student information.
Transfer grades for new students in your class.
Analyze student performance.
Enter grade overrides, percent adjustments, report card comments, and grade change requests.
Configure and process grade change requests.
View the last time the gradebook was accessed, assignments and scores students have 			
earned, and student information in activities access.
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Grading
Course Overview: This course will walk you through the setup of the Grading area so that you can track the
grades you need, accurately calculate the GPA values you wish, be able to maintain student grading records,
and then ultimately run processes and reports based on student grades and GPA.
Goals:
•
•
•
•
•
•
•

Create and maintain grading codes.
Set up and maintain grading configuration settings.
Process necessary grading utilities.
Configure GPA for later use on things like honor roll and rank.
Maintain course master records as they pertain to grading.
Maintain the grading tab in the student profile.
Produce needed grading reports.

Graduation Planning
Course Overview: Learn to create and maintain graduation plans and configure how credits will calculate for
these plans. After that, you’ll learn how to assign and maintain students’ graduation plans.
Goals:
• Create and maintain graduation plans for the district and entity.
• Set up and maintain grading configuration settings.
• Maintain individual student graduation plans.

Health Services
Course Overview: Learn how to create, maintain, and track the various health records for students, such
as childhood illnesses, diabetes care logs, health conditions, medications, vaccinations, hearing,
physicals, and vision.
Goals:
• Create codes for medical records being used and codes needed for office visits.
• Create and maintain student health records, records for students en masse, and records
for vaccinations.
• Edit or void records created in error.
• Maintain the codes needed for student medication records.
• Track medications that students need administered.
• Run a report of the medications that are to be administered for a day.
• Enter office visit records and manage the office visit queue.
• Track student compliance and keep parents informed about compliance.

17
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New Student Enrollment
Course Overview: The online form area allows you to enable New Student Enrollment and create forms that
guardians may complete online in the New Student enrollment portal. You will also be able to process New
Student enrollment form approvals once they’ve been submitted.
Goals:
• Configure New Student Enrollment.
• Create online forms for New Student Enrollment.
• Approve and deny New Student Enrollment applications.

Online Forms (Student Records)
Course Overview: The Online Form module allows you to create forms that guardians may complete online
in Family Access. You will also be able to view forms that have not yet been started and process online form
approvals once they’ve been submitted.
Goals:
•
•
•
•
•

Create and maintain online forms and steps
Upload files into the Online Form Attachment area
View Non Started Forms
Approve, deny, and delete users’ online forms
Mass print online forms

Reporting (Student Records)
Course Overview: Learn how you can design and run custom reports about any information in your database
and how to assign who has access to those reports.
Goals:
• Create a report, run a report in various ways, and import reports.
• Utilize field and row formatting properties, report designer, report, and my report queue
areas on a report.
• Create calculated fields, aggregate math fields, report prompts, and parameters for your reports.
• Add text and images to a report.
• Add and sort sections and rows on a report.
• Configure report styles, report security via report groups, report manager area, and schedule
report runs.
• Make reports available to other users.

18
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Scheduling - Current Year
Course Overview: The Scheduling - Current Year course includes a comprehensive look at the setup of the
scheduling area. Learn how course and section information is created to place students into classes and how
to create meeting patterns to define what period the classes will meet and which teachers will lead the
classes. Be able to complete day-to-day scheduling processes, individually and with mass processes. Learn
to use utilities and reports that will aid in the creation of student schedules.
Goals:
• Create and maintain scheduling, student codes, curriculums, courses within the course list, 		
sections within a course, and meets within a section.
• Add and maintain staff codes and records.
• Generate and utilize course, student, and teacher reports.
• Create and manipulate individual student schedules appropriately.
• Use individual and mass utilities for the creation of student schedules.

Scheduling - Future
Course Overview: This course includes a comprehensive look at the scheduling setup for the next year
including how to create course and section information and meeting patterns to define what period the
classes will meet and which teachers will lead the classes. Learn how to link two or more classes together
that must be taken within the same year, create student schedules, and make modifications to those
schedules. Utilities and reports will be discussed that will aid in scheduling for the next year.
Goals:
• Complete the preliminary scheduling processes.
• Create and maintain scheduling codes, curriculum, courses within the course list, sections within a
course, section and course corequisite groups, scheduling categories and teams, and individual and
mass student course requests.
• Add and maintain staff codes and records.
• Generate and utilize course reports, student reports, teacher reports, and reports to verify course 		
requests.
• Configure and maintain Family/Student Access course requests.
• Create and manipulate individual student schedules.
• Use mass scheduling utilities.
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Security
Course Overview: Learn security configurations such as timeout settings, monitor system changes that
affect security, and learn how to set up new users within the system with appropriate access.
Goals:
•
•
•
•
•
•
•

Maintain security system configurations.
Create and set up LDAP Providers and authentication methods.
Create security users, security groups, and roles.
Set up screen security and maintain roles.
Set up and maintain security groups and users.
Impersonate another security user.
Run mass change processes to adjust security access for Family Access and Student Access users.

System Administration (Student Records)
Course Overview: Gain knowledge about the tools available within this area. You will learn how to maintain
and make modifications to your database, investigate performance issues, mass resend failed emails, and
perform advanced database customization.
Goals:
• Organize information by school year, district, and entity.
• Create schools and buildings to further organize data.
• Understand the use of the name list, the information contained in the systems profile, and system
validation rules.
• Configure options to aid in the maintenance of student records, menu displays of modules, and 		
system settings and codes.
• Utilize the import and export tools available.
• Resend emails from the email queue.
• Schedule processes to automatically run at regular intervals.
• Understand and process system utilities.
• Create modules and browses.
• Create and maintain custom workflows and object workflow triggers.

Year End (Student Records)
Course Overview: Learn how to track records in distinct school years and clone processes rather than
manually entering new codes and setting up configurations from scratch. In addition to cloning codes and
configurations, you will also learn to roll student fees and unapplied balances to the new year.
Goals:
• Process year-end utilities.
• Process fee management year-end utilities.
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Accounts Payable Quick Start Course
Accounts Receivable Quick Start Course
Assets Quick Start Course
Budgeting Quick Start Course
Employee Access Quick Start Course
Fundamentals of Financial Management Quick Start Course
Fundamentals of Human Resources Quick Start Course
General Navigation Quick Start Course
Knowledge Hub Setup and Maintenance
Payroll Quick Start Course
Purchasing Quick Start Course
Reporting Quick Start Course
Security Quick Start Course
Substitute Tracking Quick Start Course
System Administration Quick Start Course
Time Off Quick Start Course
Time Tracking Quick Start Course
Warehouse Quick Start Course
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Accounts Payable
Course Overview: This course contains all of the information you need to know about the Accounts Payable
area. You will learn about everything from Accounts Payable setup, to entering and approving invoices, to
pulling those invoices into an Accounts Payable run to pay your vendors.
Goals:
•
•
•
•
•
•
•
•
•
•
•
•

Complete Accounts Payable setup.
Create and approve invoices.
Manage credit cards, credit card checkouts, and credit card groups.
Configure the credit card transaction approval process.
Understand the credit card transaction workflow.
Create transactions manually, import transactions, and approve transactions.
Generate invoices to pay credit card vendors.
Process invoice batch update.
Process invoice reversals and account changes.
Create and process an accounts payable run.
Print Accounts Payable checks.
Create ACH files.

Accounts Receivable
Course Overview: Learn the information you need to know about the Accounts Receivable area. You will
learn about Accounts Receivable setup, entering invoices, and processing cash receipts for the payments
when you receive them.
Goals:
•
•
•
•
•

Complete Accounts Receivable setup.
Create Accounts Receivable invoices.
Process Accounts Receivable invoice updates.
Enter and process cash receipts.
Perform Accounts Receivable invoice maintenance.

Assets
Course Overview: This course contains information you need to know about the Asset module including how
to create items and assets as well as process addition, disposal, and depreciation records.
Goals:
•
•
•
•

Complete asset setup
Create item and asset records
Create and process addition, disposal, and depreciation records
Reset asset accounting updates
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Budgeting
Course Overview: Gain knowledge about setup, entering and processing budget amounts, adopting the
budget, and processing budget amendments.
Goals:
• Enter, process, and adopt budget amounts.
• Create and update budget amendments.

Employee Access
Course Overview: You will determine what information displays on the portal, and how employees can view
that information. Employees will be able to view payroll history as well as submit time off requests, enter time
tracking status updates, and utilize the check estimator. All of these features allow you to customize how
employees use the solution.
Goals:
•
•
•
•
•

Utilize user preferences.
Navigate the basics of Employee Access.
View payroll and demographic information.
View time off balances.
Utilize the check estimator.

Fundamentals of Financial Management
Course Overview: Learn about the vendor and account areas of the solution. In addition to the setup
necessary to make these areas function, you will learn about processing journal entries, processing cash
receipt deposits, and looking up all information related to general ledger accounts and vendors.
Goals:
•
•
•
•
•
•
•
•
•

Complete district setup for Financial Management.
Create and maintain name codes, addresses, and codes related to contact information.
Create and maintain vendors.
Utilize the vendor list and vendor profile areas.
Create and maintain general ledger accounts.
Utilize the account list and account profile.
Create, clone, and update journal entries.
Create and update cash receipts.
Generate account reports.
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Fundamentals of Human Resources
Course Overview: Participants will learn about everything from employee and position setup, to adding
employees, positions, and assignments.
Goals:
•
•
•
•
•
•
•

Create and maintain addresses and name codes.
Create and maintain account settings and general ledger accounts.
Add and delete an employee from the system.
Maintain information within the employee profile.
Create and maintain calendars.
Create, maintain, and view salary calculation methods.
Create and maintain matrices and placement codes.

General Navigation
Course Overview: Want to learn how to navigate and utilize the system to its fullest? Then this course will
help you accomplish that.
Goals:
• Manage the options on the home screen.
• Use columns and filters.
• Inquire on employee information.

Knowledge Hub Access Setup and Maintenance
Course Overview: You’ll learn all you need to know about creating Knowledge Hub users, roles, and course
lists as well as linking them together to make managing your course enrollments a breeze.
Goals:
• Create Knowledge Hub roles and users (and link them to roles)
• Create course lists and link them to roles

Payroll
Course Overview: This course includes information about payroll and employee setup, running a payroll,
processing utilities, and running reports.
Goals:
•
•
•
•
•
•
•
•
•

Configure payroll settings.
Create and maintain payroll codes.
Implement ACH and check setup.
Configure employee’s payroll information.
Process the check estimate.
View employee check history.
Complete a payroll run.
Process payroll utilities.
Generate payroll reports.
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Purchasing
Course Overview: Gain knowledge about everything from the Purchasing setup, to entering and approving
purchase orders, to processing those purchase orders, and to running reports.
Goals:
•
•
•
•
•
•
•

Complete Purchasing setup.
Create standard and online e-commerce purchase orders.
Approve purchase orders.
Run purchase order updates.
View purchase orders and print purchase order reports.
Complete e-commerce ordering.
Create Purchase order receiving records.

Reporting
Course Overview: Learn how you can design and run custom reports about any information in your database
and how to assign who has access to those reports.
Goals:
•
•
•
•
•
•
•
•
•
•
•
•

Create and run a report.
Utilize field and line formatting and properties.
Create calculated fields and aggregate math fields.
Add text and images to a report.
Add and sort sections and lines to a report.
Create report filters, prompts, and parameters.
Configure report styles.
Configure report security.
Make reports available to other users.
Import reports.
Configure scheduled report runs.
Utilize the report designer, report, and my report queue areas.

Security
Course Overview: In this course, you will learn about security configurations such as timeout settings,
monitoring system changes that affect security, and how to set up new users of the system with
appropriate access.
Goals:
•
•
•
•
•
•
•
•

Maintain security system configurations.
Create and set up LDAP providers and authentication methods.
Create security users, security groups, and roles.
Set up screen security and maintain roles.
Set up and maintain security groups.
Process security setup verification reports.
Impersonate another security user.
Process the mass change employee users utility.
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Substitute Tracking
Course Overview: During this course, you will be taught everything from setup, to entering and importing
substitute transactions to processing substitute transactions and preparing them for payroll.
Goals:
•
•
•
•

Complete Substitute Tracking setup.
Create and import substitute transactions.
Calculate substitute pay.
Update substitute timesheets.

System Administration
Course Overview: Learn how to maintain and modify your database. You will be able to investigate
performance issues, mass resend failed emails, and perform advanced database customization.
Goals:
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Define the structure of your database with districts and fiscal years.
Create buildings for use on employee positions.
Understand the name table.
Configure auto-generated employee identification numbers and email addresses.
Configure system settings and codes.
Understand the information contained in the system profile.
Resend emails from the email queue.
Schedule processes to automatically run at regular intervals.
Understand and process system utilities.
Create modules and browses.
Configure menu display of modules.
Understand system validation rules.
Create and maintain custom workflows.
Create and maintain object workflow triggers.

Time Off
Course Overview: Discover how categorizing the types of leave your organization grants enables you to
allocate the appropriate time off types and amounts to employees. You will also find out how to create an
automatic approval chain for time off requests.
Goals:
•
•
•
•
•
•
•
•

Complete configuration for time off transaction settings, time off types, and type off reasons.
Complete setup for time off allocations and update employees’ assignments with entitlement.
Allocate time off to employees.
Enter time off transactions for employees in employee profile or in the time off transactions area.
Print the time off transaction list report.
Create an organization chart for time off and complete setup for time off approvals.
Approve/Deny time off requests entered in Employee Access.
Print the employee time off balances report.
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Time Tracking
Course Overview: Discover that categorizing employees with shared characteristics allows you to specify
how time is tracked for a particular group of employees and how they are compensated. You will also find
out how to create an automatic approval chain for submitted timesheets. Additionally, the Time Tracking area
interfaces with Payroll, which enables you to verify that all necessary timesheets are submitted and accurate
prior to running a payroll.
Goals:
•
•
•
•
•
•
•

Complete time tracking configurations
Create employee time tracking transactions
Process time tracking records in Employee Access
Submit timesheet weeks in Employee Access
Configure timesheet approvals
Approve/Deny timesheets
Review time tracking timesheets

Warehouse
Course Overview: This course contains essential information you need to know about the Warehouse module. You will learn about purchasing items, and processing warehouse requests, pick lists, stock transactions,
and physical inventory.
Goals:
•
•
•
•

Complete warehouse setup
Purchase warehouse items
Process warehouse requests
Process stock transactions and physical inventory
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School Business Mastery Courses

Accounts Payable Mastery Course
Accounts Receivable Mastery Course
Assets Mastery Course
Bank Reconciliation Mastery Course
Benefit Management Mastery Course
Budgeting Mastery Course
Data Mining (Business Systems) Mastery Course
Employee Access Mastery Course
Financial Management Year End General Course
Fundamentals of Financial Management Mastery Course
Fundamentals of Human Resources Mastery Course
General Navigation Mastery Course
Human Resources Year End General Course
Payroll Mastery Course
Purchasing Mastery Course
Reporting Mastery Course
Security Mastery Course
Staff Planning Mastery Course
Substitute Tracking Mastery Course
Systems Administration Mastery Course
Time Off Mastery Course
Time Tracking Mastery Course
Warehouse Mastery Course
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Accounts Payable
Course Overview: You will learn about everything from accounts payable setup, to entering and approving
invoices, to pulling those invoices into an Accounts Payable run to pay your vendors.
Goals:
•
•
•
•
•
•

Complete Accounts Payable setup.
Create and approve invoices.
Process invoice batch updates, reversals, and account changes.
Create and process an Accounts Payable run.
Print Accounts Payable checks.
Create ACH files.

Accounts Receivable
Course Overview: In this session, you will learn about Accounts Receivable setup, entering invoices, and
processing cash receipts for the payments when you receive them.
Goals:
•
•
•
•
•

Complete Accounts Receivable setup.
Create Accounts Receivable invoices.
Process Accounts Receivable invoice updates.
Enter and process cash receipts.
Perform Accounts Receivable invoice maintenance.

Assets
Course Overview: In this course, you will learn about everything related to asset configurations, creating
items and assets, and processing addition, disposal, and depreciation records.
Goals:
•
•
•
•

Complete asset setup
Create item and asset records
Create and process addition, disposal, and depreciation records
Reset asset accounting updates

Bank Reconciliation
Course Overview: In this session, we will discuss how to create a bank reconciliation and enter the transactions from your bank statement into the system. We will also cover making manual adjustments to your bank
reconciliations to reach a zero variance and, last but not least, closing your bank reconciliations.
Goals:
• Create a bank reconciliation
• Modify a bank reconciliation
• Close a bank reconciliation
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Benefit Management
Course Overview: This course contains all of the information you need to know about the Benefit Management module. You will learn about everything from creating your plans and sub-plans to setting up your
employee plans, as well as how to maintain the information.
Goals:
• Create plans, sub-plans, and employee plans
• Update your employees’ coverage months
• Create invoices to pay your insurance vendors

Budgeting
Course Overview: Gain knowledge about setup, entering and processing budget amounts, adopting the
budget, and processing budget amendments.
Goals:
•
•
•
•

Complete budget version setup and maintenance.
Enter, process, and adopt budget amounts.
Complete setup for budget amendments.
Create, approve, and update budget amendments.

Data Mining (Business Systems)
Course Overview: This course will teach you how to design and run reports based on data in specific areas
of your system.
Goals:
• Create and run data mining reports
• Create and utilize filters and sorts for data mining reports

Employee Access
Course Overview: This course will walk you through configuring access to the Employee Access portal. You
will determine what information displays on the portal and how employees can view that information.
Employees will be able to view payroll history as well as submit time off requests, enter time tracking
status updates, and utilize the check estimator. All of these features allow you to customize how
employees use the solution.
Goals:
•
•
•
•
•

Configure security to allow the use of Employee Access.
Utilize Employee Access utilities and the check estimator.
Create default user name structure.
View payroll, demographics, and time off balances.
Update time tracking status and submit timesheets and time off requests.
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Financial Management Year End
Course Overview: This course will teach you about the utilities that can help you move encumbrances and
open purchase orders to the next fiscal year, as well as close out the previous fiscal year.
Goals:
• Process roll year-end encumbrances utility.
• Process expense open purchase order utility.
• Process close fiscal year utility.

Fundamentals of Financial Management
Course Overview: Learn about the vendor and account areas of the solution. In addition to the setup
necessary to make these areas function, you will learn about processing journal entries, processing cash
receipt deposits, and looking up all information related to general ledger accounts and vendors.
Goals:
•
•
•
•
•
•
•
•
•
•
•

Complete district setup for financial management.
Create and maintain name codes, addresses, and codes related to contact information.
Create and maintain vendors and vendor codes.
Utilize the vendor list and vendor profile areas.
Maintain account system and district configurations.
Create and maintain general ledger accounts, summary accounts, and bank accounts.
Create and maintain account, cash receipt, and journal entry groups.
Utilize the account list and account profile.
Create, clone, and update journal entries.
Create and update cash receipts from Accounts Receivable.
Process account utilities and generate account reports.

Fundamentals of Human Resources
Course Overview: This course encompasses information from the employee and position areas. You will
learn about everything from employee and position setup, to adding employees, positions, and assignments.
Goals:
•
•
•
•

Create and maintain addresses, name codes, account settings and general ledger accounts.
Add and delete an employee from the system.
Maintain information within the employee profile.
Create and maintain calendars, position codes, positions and assignments, and matrices 			
and placement codes.
• Create, maintain, and view salary calculation methods.
• Prepare assignments for payroll.
• Process position and assignment changes.
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General Navigation
Course Overview: Want to learn how to navigate and utilize the system to its fullest? Then this course will
help you accomplish that.
Goals:
• Manage the options on the home screen.
• Use columns and filters.
• Inquire on employee information.

Human Resources Year End
Course Overview: A lot of your human resources data in the Skyward solution is stored by fiscal year so
that you can keep it organized. This course will teach you how to wrap up your current year and prepare for
human resources processing in the new year.
Goals:
• Plan when to use the locked by HR option.
• Process the HR year-end clone utilities.
• Mass process a matrix-based step increase.

Payroll
Course Overview: In this course, you will learn about everything within the Payroll area. This includes
information about payroll and employee setup, running a payroll, processing utilities, and running reports.
Goals:
•
•
•
•
•
•
•

Configure payroll settings and employee’s payroll information.
Create and maintain payroll codes.
Implement ACH and check setup.
Process check estimate and payroll utilities.
View employee check history.
Complete a payroll run.
Generate payroll reports.

Purchasing
Course Overview: This course contains all of the information you need to know about the Purchasing area.
You will learn about everything from the Purchasing setup, to entering and approving purchase orders, to
processing those purchase orders and running reports.
Goals:
•
•
•
•
•

Complete purchasing setup and e-commerce ordering.
Create standard and online e-commerce purchase orders and purchase order receiving records.
Approve purchase orders.
Run purchase order updates.
View purchase orders and print purchase order reports.
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Reporting
Course Overview: Learn how you can design and run custom reports about any information in your database
and how to assign who has access to those reports.
Goals:
•
•
•
•
•
•

Create a report, report prompts, parameters, calculated fields, and aggregate math fields.
Run a report various ways.
Utilize field and row formatting and properties on a report.
Add text and images to a report.
Add and sort sections and rows on a report.
Configure report styles, report security via report groups, report manager area, and schedule 		
report runs.
• Make reports available to other users.
• Import reports.
• Utilize the report designer, report, and my report queue areas.

Security
Course Overview: In this course, you will learn about security configurations such as timeout settings,
monitoring system changes that affect security, and how to set up new users of the system with
appropriate access.
Goals:
•
•
•
•
•
•

Maintain security system configurations.
Create and set up LDAP providers and authentication methods.
Create security users, security groups, and roles.
Set up and maintain screen security and roles security groups and users.
Impersonate another security user.
Run mass change processes to adjust security access for Family Access and Student Access users.

Staff Planning
Course Overview: In this session, you will learn everything related to the setup of Staff Planning codes and
configurations, position planning, and position budgeting.
Goals:
• Clone Human Resources codes
• Configure staff planning groups and maintain staff plans using Plan List or Plan Profile
• Configure staff planning plan positions and plan employees
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Substitute Tracking
Course Overview: You will be taught everything from setup, to entering and importing substitute
transactions, to processing substitute transactions and preparing them for payroll.
Goals:
•
•
•
•

Complete Substitute Tracking setup.
Create and import substitute transactions.
Calculate substitute pay.
Update substitute timesheets.

Systems Administration
Course Overview: Learn how to maintain and modify your database. You will be able to investigate
performance issues, mass resend failed emails, and perform advanced database customization.
Goals:
• Define the structure of your database with districts and fiscal years.
• Create buildings for use on employee positions, modules, browses, custom workflows, and object
workflow triggers.
• Understand the name table.
• Configure auto-generated employee identification numbers, email addresses, system settings, codes,
and menu display of modules.
• Understand the information contained in the system profile and validation rules.
• Resend emails from the email queue.
• Schedule processes to automatically run at regular intervals.
• Understand and process system utilities.

Time Off
Course Overview: Discover how categorizing the types of leave your organization grants enables you to
allocate the appropriate time off types and amounts to employees. You will also find out how to create an
automatic approval chain for time off requests.
Goals:
•
•
•
•
•
•

Complete configuration for time off transaction settings, time off types, and type off reasons.
Complete setup for time off allocations and update employees’ assignments with entitlement.
Allocate time off to employees and print transaction list report.
Enter time off transactions for employees in employee profile or in the time off transactions area.
Create an organization chart for time off and complete setup for time off approvals.
Approve/deny time off requests entered in Employee Access and print time off balance reports.

34

SCHOOL BUSINESS COURSES

SCHOOL BUSINESS MASTERY COURSES

Time Tracking
Course Overview: Discover that categorizing employees with shared characteristics allows you to specify
how time is tracked for a particular group of employees and how they are compensated. You will also find
out how to create an automatic approval chain for submitted timesheets. Additionally, the Time Tracking area
interfaces with Payroll, which enables you to verify that all necessary timesheets are submitted and accurate
prior to running a payroll.
Goals:
•
•
•
•
•
•
•

Complete time tracking configurations.
Create employee time tracking transactions.
Process time tracking records in Employee Access.
Submit timesheet weeks in Employee Access.
Configure timesheet approvals.
Approve and deny timesheets.
Review time tracking timesheets.

Warehouse
Course Overview: This course contains essential information you need to know about the Warehouse module. You will learn about purchasing items, and processing warehouse requests, pick lists, stock transactions,
and physical inventory.
Goals:
•
•
•
•

Complete warehouse setup
Purchase warehouse items
Process warehouse requests
Process stock transactions and physical inventory
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Federal Compliance Courses Available

941 Submission
1099M Reporting
Affordable Care Act Transmission (ACA)
Civil Rights Data Collection (CRDC)
CRDC
Equal Employment Opportunity Commission EEO-4 Submission
Equal Employment Opportunity Commission EEO-5 Submission
Governmental Accounting Standards Board (GASB)
Verification Collection Report
W2 Submission
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Federal Compliance Courses
Course Overview: You will learn where all the data fields are found for each federal report, how to process
each report, how to verify the data, and how to create the extract file needed for each report.
Goals:
•
•
•
•
•

Pre-process data for Federal Reporting
Process Federal Reporting data for eac report
Verify Federal Reporting data
Create files for Federal Reporting
Post-process data for Federal Reporting
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State Compliance Courses Available
Illinois

Outside Course Assignment Submission
PARCC Pre-ID Submission
Prenatal Submission
Prenatal XREF Submission
Preschool Course Assignment Submission
SAT Pre-ID Submission
School District Budget Form - 50-36
Service Provider Submission
Special Programs
Student 504 Plan Submission
Student Address Submission
Student Course Assignment Submission
Student Demographic Enrollment Submission
Student Discipline Group Submission
Teacher Course Assignment Entry Submission
Teacher Course Assignment Exit Submission
Teachers Retirement System (TRS)
Unemployment Compensation Submission
WINS Submission

Annual Financial Report Form (AFR 50-35)
Annual Publication Submission
Average Daily Attendance Totals
Birth to 3 Submission
Caregiver Demographic Submission
Child Support
College Course Assignment Submission
DLM-AA Pre-ID Submission
Early Childhood Outcome Submission
EL Screener Submission
Employment Information System
English Learner Submission
Every Student Succeeds Act (ESSA)
Exit Student Enrollment Submission
Homeless Submission
Immigrant Submission
Joint Agreement Budget Form - 50-39
Municipal Retirement Fund (IMRF)
New Hire
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Indiana

Texas

Child Support

Minnesota

Budget Publication
Carl Perkins Submission
Child Support
DIRS Submission
MARSS Submission Fall
MARSS Submission End of Year
MCCC Submission
New Hire
PERA
PERA Exclusion
Special Programs
Star Student Submission Fall
Star Student Submission Spring
TRA Submission
UFARS Preliminary
UFARS Final
Wage Detail Submission

Child Support
New Hire
PET Submission
Precoding Submission
Service Records
Special Programs
Termination
Trex Export
TRS (Teacher Retirement System)
TSDS Dashboard
TSDS Enrollment
TSDS PEIMS Submission 1
TSDS PEIMS Submission 3
TSDS PEIMS Submission 4
TSDS Unique ID
Unemployment Compensation

Wisconsin

Child Support
New Hire Submission
Unemployment Compensation Submission

Pennsylvania

Child Support
PIMS Submission 1
PIMS Submission 2
PIMS Submission 3
PIMS Submission 4
PIMS Submission 5
PIMS Submission 6
Secure ID
Special Programs

State Compliance Courses
Course Overview: You will learn where all the data fields are found for each state report, how to process
each report, how to verify the data, and how to create the extract file needed for each report.
Goals:
•
•
•
•
•

Pre-process data for State Reporting
Process State Reporting data for each report
Verify State Reporting data
Create files for State Reporting
Post-process data for State Reporting
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