
Grades and Conduct will auto post while the posting window is 
open. Any changes during that time frame will auto post. 

Comments will still need to be posted manually.

Click the Comments tab 
to post the comments



Choose Post Comments 



Choose the comments just like before.



Once the comments are put in return to the My Gradebook screen. 
Click on the Grade Posting Status and choose the grading period that 

is open.



Once comments are posted you want to mark the class as posting 
complete. You can also do all of your classes at once and mark them 
all as complete. If you do it one class at a time this will help you see 

which ones have been completed or not.



The next screens are for after the grading period is closed. These are the 
steps to take if you need to make a change after the period is closed. Once 
again you want to click on the grade posting status for the previous term.



Select the class you need to make a change in and then select Request 
Grade Changes.



You must provide a reason for the grade change and 
then click yes to proceed. The posting window will 

then be open per teacher for two hours.



Once you give the reason you will be in the gradebook of the class 
you want to modify.



Notice that the test grade for the first student was changed. Once it has 
changed there will be two columns in the gradebook showing the 

difference. P1 Report Card is what was posted before. P1 is the 
gradebook grade after the change was made.



If you finish with your changes before the two hours expire you need to 
go back the posting status screen and mark it complete.



You simply want to click the Complete Grade Changes button to finish. 
The administrators in the office cannot approve the changes until this 
step has been done. Once the office approves the changes the extra 

column in the gradebook will disappear indicating that the gradebook 
and Skyward match again.



Click yes to proceed and to indicate that 
you are finished with your grade changes.
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