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GRADING PROCEDURES 
FOR OFFICE STAFF
•It is the job of the staff to process grades, help to ensure that grades are accurate, and run 
reports for teachers to help with the grading process.

● At the end of each grade reporting period, SIS will process Report Cards for every active student.

● If a grade needs to be changed, this will require a Grade Change Request by the teacher.

● Campus Admin need to approve all Grade Change Requests by checking periodically for Teacher 
Requests for Changes to Previously Posted Grades in Educator Access+.

                 



GRADING PROCEDURES 
FOR OFFICE STAFF
● Grade Difference reports must be run periodically to check for grades in the teacher’s 

gradebook that do not match the grade on the office side.

All Incompletes and missing/blank grades are required to be cleaned up in teacher’s gradebooks 
before the end of the next grading period.
Blank Grade reports should be run to verify that term grades aren’t missing in a specific grade 

bucket.
● Grade reports should be run at the end of each six weeks’ period

Each campus should run an “A” and “A/B” Honor Roll report.
Each campus should run a Failure report by student and Failure report by teacher.

** BOTH of these reports need to be run after all grades have been verified and all grade 
changes have been made. **                                                       

                 



GRADING PROCEDURES 
FOR OFFICE STAFF

                                                    
● Previous grades need to be requested for all students that enroll or re-enroll at that 

campus during the school year. This includes students that are new or have transferred 
within the district.

**High School only: New students that have completed a semester at any other campus 
should have grades entered into grade history so that they will print on the student’s 
transcript. 

                 



KEYING CURRENT YEAR GRADES

•For students who enroll in your campus during the current semester and have cycle 
grades from their prior school or enroll during semester 2 and have semester 1 
non-credit course grades (example: ENG 7, MATH 8, SS 8, SCI 7, etc.), follow the steps 
on page’s 4-13 entitled ‘Current Year Non-Credit Grades’ of the ‘Skyward Secondary 
Grade Reporting Guide’. (See page 4 Grade Reporting Guide)

•For credit course grades for semester 1 of the current school year, follow steps on 
page’s 10-15 of the Skyward Secondary Grade Reporting Guide under ‘Keying Grades 
from Outside MISD’. Grades only need to be entered in the Student > Student Profile 
> Grades tab for completed cycles and all grades including starting averages need to be 
emailed to the teacher to be entered into their Gradebook.



KEYING GRADES OUTSIDE MISD

● Data entry to a student’s Class History becomes necessary in the following 
situations:

•A student in grade 7th-8th has completed high school credit courses outside of MISD for 
prior years AND Semester 1 of current year.
•A student in grade 9th-12th has completed high school credit courses outside of MISD for 
prior years and Semester 1 of current year.
•A student in grades 9th-12th has completed and passed correspondence courses in the 
previous summer.  



CREDIT GRADES FROM OUTSIDE 
MISD
After getting the Transcript Build Form proceed with the following steps:

•Contact the SIS department for any courses that need to be added to your course 
master.
•Add a Transfer Section:

Reference to page 14 of the Grade Reporting Guide for detailed steps on entering 
transfer grades and non traditional grades such as A+ and CBE grades. 



CREDIT GRADE FLOWCHART

Refer to this flowchart when entering grades into Skyward for the following scenarios:
• If a student enrolls at your campus and has completed high school credit courses outside of MISD for prior years and/or S1 of current 
year.
•If a student completes ELECTRONIC BASED INSTRUCTION (A+, Edmentum, and Texas College Bridge).
•If a student completes Credit by Exam (CBE).



Transcript Build



Adding a 
Transfer Section

Go to Office>Current Scheduling>Section Master or Course 
Master if a section does not exist. 

Ensure you’re in the correct school year the course needs to be added 
to. Use the “Switch School Year” button to change school year if 
needed. 

Enter the course number in the Course lookup field and hit Enter. If a course 
is not found on your campus Course Master, email sishelp@midlandisd.net to 
add the course to your campus Course Master? Please provide the following 
information to ensure accuracy:

● Service ID/Course Number
● Course Length
● Credit
● GPA Weighted/Non-GPA Weighted
● Year the course was taken



Adding a 
Transfer Section

Expand Course

Under Section Details, click Add Section

Enter the Section Number as follows:

Click Save.



Enter Transfer Grades
1.Go to Student>Student Profile

2.Retrieve the student and click the Grades Tab.

3.Click Class History

4.Click Add

5.In the Entity field, leave the default entity. It should be your campus.

6.Select the School Year credit was earned. For example, for the 2020-2021 school year select 2021.

7.Verify the Grad Yr/Grd. This is automatically populated based on the school year selected and should 
correspond to what grade level they were in for the selected school year.

8.Enter the Course or select the hyperlink to view all courses.

9.Enter the transfer Section (TYR, TS1, or TS2)

10. Verify the Terms in which credit was earned. This field determines which grade buckets are displayed. A 
PEIMS error is generated if the Term is not populated as outlined in the table on page 13 in the Guide. 



Enter Transfer Grades

11.If the grade was earned prior to 9
th

 grade and needs to be included in GPA 
calculation, enter 09 in the Transcript GLO field and check to Include GLO in GPA 
Calculation. See examples below:

•If a current year 9
th

 grade student took Algebra 1 during their 7
th

 grade year at 
ECISD and received credit, these fields need to be populated.

•If a current year 9
th

 grade student enrolls at your campus Semester 2 and has 
received credit for Geometry in Semester 1 DO NOT update these fields.
12. For Transfer Grd, select the semester the credit was received so it is not reported 
to PEIMS.
•For a year-long course, select Sem 1 and 2.
•For a semester course, select Sem 1.



Enter Transfer Grades
13.Select the Do Not Allow Gradebook to Overwrite Grades box and then enter the Semester(s) grades.

16.In Override Course Information section, check Use Override.

17.If the Transcript Area is incorrect, email SIShelp@midlandisd.net to update.

18.For Course Type, select O – Transfer from another District for transfer from Texas public schools or 
3 – Transfer from non-TX public for non-Texas and private school transfer AND any other applicable 
course type(s) (G/T, Honors, etc.)

19.Click Save or Save and Add Next if another course needs to be added. 



Grade Documentation

The ‘Transcript Build Form’ and any 
other grade documentation (i.e. 
Report Cards, Transcript, etc.) from 
the prior school district(s) must be 
uploaded into Skyward under:

Student>Student 
Profile>Portfolio>Enrollment 



Entering 
Non- 
Traditional 
Grades

Non-Traditional grades 
(Electronic Based 
Instruction(A+ or Edmentum) 
Credit by Exam (CBE), and 
Texas College Bridge (TCB) 
must be entered in the 
student’s Class History. 

Important: Refer to the 
‘Transcript Build Form’ 
provided by your counselor 
throughout this process. 



Adding an Electronic Based Instruction 
Section

1. Go to Office>Current Scheduling>Section Master or Course Master if a sections does 
not exist.

2. Ensure you’re in the correct school year that the course needs to be added to. Use the 
Switch School Year button to change school year if needed.

3. Enter the course number in the Course lookup field and hit Enter.  If a course is not 
found on your campus Course Master, email SIShelp@midlandisd.net to add the course to 
your campus Course Master. Please provide the following information to ensure accuracy:

•Service ID/Course Number
•Course Length
•Credit
• GPA Weighted/Non-GPA Weighted
•Year the courses was taken



Adding an Electronic Based Instruction 
Section

4. Expand Course
5. Under Section Details, click Add Section
6. Enter the Section Number and 

Class Control Sets follows:
7. Expand Texas State Specific Section

8. Update the Course 
      Sequence Codes as follows: 



Adding an Electronic Based Instruction 
Section

 9. Update Population Served accordingly. (ask Counselor)

10. In the Non Campus Based Instruction field, enter 02-ELECT/INTER/CORRESP BASED 
COURSE.

11. Click Save and Add Meet to create a “blank meet” (meet detail without a teacher) for 
PEIMS reporting purposes.

12. On Add Class Meet screen, populate the following required fields and then click Save.
•In the Room field, enter the classroom room number or ‘999’.
•In the Classroom Position field, enter ’01-Teacher of Record’.



Enter Electronic Based Instruction Grades

1. Go to Student>Student Profile

2. Retrieve the student and click the Grades Tab.

3. Click Class History

4. Click Add

5. In the Entity field, leave the default entity. It should be your campus.

6. Select the School Year credit was earned. For example, for the 2020-2021 school year select 2021.

7. Verify the Grad Yr/Grd. This is automatically populated based on the school year selected and should 
correspond to what grade level they were in for the selected school year.

8. Enter the Course or select the hyperlink to view all courses.

9. Enter the Section (IA or 1B)

10.  Verify the Terms in which credit was earned. This field determines which grade buckets are displayed. A 
PEIMS error is generated if the Term is not populated as outlined in the table on page 13 of the Guide. 



Enter Electronic Based Instruction Grades

11. Enter the Start Date and End Date

12. For Transfer Grd, select Not Transfer, unless the Electronic Based Instruction course was completed outside 
of MISD.

13. Select the Do Not Allow Gradebook to Overwrite Grades box and then enter the Semester(s) grades.

14. In the Earned Credit Info section, verify the Course Credits calculates. Do NOT check to USE Override.  If 
credit is not calculated correct, email SIShelp@midlandisd.net to verify course setup.

15. In the GPA Credit Info section, verify the Course GPA Credits calculates for GPA-weighted courses. Do NOT 
check to USE Override.  If credit is not calculated correctly, email SIShelp@midlandisd.net to verify course setup.

16. In Override Course Information section, check Use Override.

17. If the Transcript Area is incorrect, contact the SIS department to update.

18. For Course Type, select Y – ALTERNATIVE, NON-TRADITIONAL AND any other applicable course type(s) 
(G/T, Honors, etc.)

19. Click Save or Save and Add Next if another course needs to be added. 



Grade Documentation

The ‘Transcript Build Form’ and any 
other grade documentation (i.e. 
ELECTRONIC BASED 
INSTRUCTION FORM, etc.) must 
be uploaded into Skyward under:

Student>Student 
Profile>Portfolio>Enrollment 



Adding a Section for 
Non-Traditional Courses 
Completed After the 
Last Day of School

1.Create a separate section to 
be used for course completions 
after the last day of school. Do 
NOT use sections that were 
also used for kids during the 
regular school year.

2.When creating these sections, 
expand the "Texas State 
Specific" area when adding a 
section and check the box to 
"Exclude from PEIMS".  Do NOT 
click "Save and Add Meet", only 
click "Save". These classes do 
not need a blank meet.



Adding a CBE Section
1. Go to Office>Current Scheduling>Section Master or Course Master if a sections does not exist.
2. Ensure you’re in the correct school year that the course needs to be added to. Use the Switch 
School Year button to change school year if needed.
3. Enter the course number in the Course lookup field and hit Enter.  If a course is not found on 
your campus Course Master, email SIShelp@midlandisd.net to add the course to your campus 
Course Master. Please provide the following information to ensure accuracy:

•Service ID/Course Number
•Course Length
•Credit
• GPA Weighted/Non-GPA Weighted
•Year the courses was taken



Adding a CBE Section
4. Expand Course
5. Under Section Details, click Add Section
6. Enter the Section Number field, enter CBE.
7. Expand Texas State Specific Section
8. Update the Course Sequence Codes as follows: 



Adding a CBE Section
9. Update Population Served accordingly.
10. In the Non Campus Based Instruction field, enter 08 – CREDIT BY EXAM
11.Click Save and Add Meet to create a “blank meet” (meet detail without a teacher) 
for PEIMS reporting purposes.
12.On Add Class Meet screen, populate the following required fields and then click    
Save.

•In the Room field, enter the classroom room number or ‘999’.
•In the Classroom Position field, enter ’01-Teacher of Record’.



Entering CBE Grades
1. Go to Student>Student Profile

2. Retrieve the student and click the Grades Tab.

3. Click Class History

4. Click Add

5. In the Entity field, leave the default entity. It should be your campus.

6. Select the School Year credit was earned. For example, for the 2020-2021 school year select 2021.

7. Verify the Grad Yr/Grd. This is automatically populated based on the school year selected and should correspond to what 
grade level they were in for the selected school year.

8. Enter the Course or select the hyperlink to view all courses.

9. Enter the Section (CBE)

10.  Verify the Terms in which credit was earned. This field determines which grade buckets are displayed. A PEIMS error is 
generated if the Term is not populated as outlined in the table on page 13 of the Guide. 



Entering CBE Grades

11. If the grade was earned prior to 9th grade and needs to be included in GPA calculation, enter 09 in the 

Transcript GLO field and check to Include GLO in GPA Calculation. See examples below:

• If a current year 9th grade student took Algebra 1 during their 7th grade year at ECISD and received 

credit, these fields need to be populated.

• If a current year 9th grade student enrolls at your campus Semester 2 and has received credit for 

Geometry in Semester 1, DO NOT update these fields.

12. Enter the Start Date and End Date. The Start Date and End Date should be the date the student took the 

exam.

13. For Transfer Grd, select Not Transfer, unless the CBE course was completed outside of MISD.

14. Select the Do Not Allow Gradebook to Overwrite Grades box and then enter the Semester(s) grades.



Entering CBE Grades

15. In the Earned Credit Info section, verify the Course Credits calculates. Do NOT check to USE Override.  

If credit is not calculated correct, email SIShelp@midlandisd.net to verify course setup.

16. In the GPA Credit Info section, verify the Course GPA Credits calculates for GPA-weighted courses. Do 

NOT check to USE Override.  If credit is not calculated correctly, email SIShelp@midlandisd.net to verify 

course setup.

17. In Override Course Information section, check Use Override.

18. If the Transcript Area is incorrect, contact the SIS department to update.

19. For Course Type, select E – CBE NO PRIOR INSTRUCTION or T – CBE WITH PRIOR INSTRUCTION 

AND any other applicable course type(s) (G/T, Honors, etc.)

20. Click Save or Save and Add Next if another course needs to be added. 



Grade Documentation

The ‘Transcript Build Form’ and any 
other grade documentation (i.e. 
CBE form, etc.) must be uploaded 
into Skyward under:

Student>Student 
Profile>Portfolio>Enrollment 



TEXAS COLLEGE 
BRIDGE PROCEDURES

Texas College Bridge course in Midland ISD are 
completion only (P/F) and are not factored into 
grade point average or class ranking when used 
supplementally. Students must meet the state 
criteria for Institutions of Higher Education to 
award credit. 



Adding a TCB Section
1. Go to Office>Current Scheduling>Section Master or Course Master if a sections does not exist.

2. Ensure you’re in the correct school year that the course needs to be added to. Use the Switch School Year 
button to change school year if needed.

3. Enter the course number in the Course lookup field and hit Enter.  If a course is not found on your campus 
Course Master, email SIShelp@midlandisd.net to add the course to your campus Course Master. Please provide 
the following information to ensure accuracy:

•Service ID/Course Number
•Course Length
•Credit
• GPA Weighted/Non-GPA Weighted
•Year the courses was taken



Adding a TCB Section
4. Expand Course
5. Under Section Details, click Add Section
6. Enter the Section Number field, enter TCB.
7. Expand Texas State Specific Section
8. Update the Course Sequence Codes as follows: 



Adding a TCB Section

9. Update Population Served accordingly.

10. In the Non Campus Based Instruction field, enter 02.

11. Click Save and Add Meet to create a “blank meet” (meet detail without a teacher) for PEIMS 
reporting purposes.

12. On Add Class Meet screen, populate the following required fields and then click Save.
•In the Room field, enter the classroom room number or ‘999’.
•Teacher field, for the student that received instruction electronically, with an appointed teacher 

or counselor.
•In the Classroom Position field, enter ’01-Teacher of Record’.



Entering TCB Grades

1. Go to Student>Student Profile

2. Retrieve the student and click the Grades Tab.

3. Click Class History

4. Click Add

5. In the Entity field, leave the default entity. It should be your campus.

6. Select the School Year credit was earned. For example, for the 2020-2021 school year select 2021.

7. Verify the Grad Yr/Grd. This is automatically populated based on the school year selected and should 
correspond to what grade level they were in for the selected school year.

8. Enter the Course or select the hyperlink to view all courses.

9. Enter the Section (TCB)

10. Verify the Terms in which credit was earned. This field determines which grade buckets are displayed. A 
PEIMS error is generated if the Term is not populated as outlined in the table on page 13 of the Guide. 



Entering TCB Grades
11. Enter the Start Date and End Date. The Start Date and End Date should be the date the student took the 
course.

12. For Transfer Grd, select Not Transfer, unless the TCB course was completed outside of MISD.

13. Select the Do Not Allow Gradebook to Overwrite Grades box and then enter the Semester(s) grades.

14. In the Earned Credit Info section, verify the Course Credits calculates. Do NOT check to USE Override.  If 
credit is not calculated correct, email SIShelp@midlandisd.net to verify course setup.

15. In the GPA Credit Info section, verify the Course GPA Credits calculates for GPA-weighted courses. Do NOT 
check to USE Override.  If credit is not calculated correctly, email SIShelp@midlandisd.net to verify course setup.

16. In Override Course Information section, check Use Override.

17. If the Transcript Area is incorrect, email SIShelp@midlandisd.net to update.

18. For Course Type, select Y – ALTERNATIVE, NON-TRADITIONAL AND any other applicable course type(s) 
(G/T, Honors, etc.)

19. Click Save or Save and Add Next if another course needs to be added. 



Grade Documentation

The ‘Transcript Build Form’ and any 
other grade documentation (i.e. 
TCB form, etc.) must be uploaded 
into Skyward under:

Student>Student 
Profile>Portfolio>Enrollment 



ADDITIONAL GRADE DETAILS

For more detailed instructions reference page 48 of the guide for the following:
•Other Grademarks
•Awarding Credit at End of Course

•Awarding Credits Earned Prior to 7th Grade
•Awarding Credits for Failing Grades
•Denying Credit for Special Circumstances
•Approving Grade Changes



SEMESTER AVERAGE
A grade or NG is needed for each cycle in the Teacher’s Gradebook in order to calculate a semester average. The semester 

average is what gives credit for the course.
 

For example, since there is no cycle 3 grade, semester 1 grade is showing an unequal sign instead of a grade/average.

The below Gradebook has a grade for cycles 1, 2 and 3 so a semester average for semester 1 has been calculated. 



FALL PEIMS SNAPSHOT
•October 31, 2025
•Information that is reported as it relates to course/section master and schedules:

•Section Information
•Course Sequence

•Non-High School Course

•Exclude Report from PEIMS

•Class Type

•Population Served

•Non-Campus Based Instruction

•Class Meet information
•Teacher information

•If there is a vacancy please put an admin in the class meet.
Task: Send the list of all you associate teachers  and TAs to Elda and Wayne by Oct 17th. 

•Student Schedules
•Courses student are enrolled in

•PE Instruction

•Class Minutes



GRADE REPORTING REPORTS-SKYWARD

Grading and Attendance Analysis
Office>Grading>Reports>Grading and Attendance Analysis
•The SIS-MISSING CY (#) GRADE template lists all students who have a blank, I, or NG in the teacher’s 
Gradebook for the selected cycle.
•The SIS – PRELIM FAILURE RPT CY(#) template lists all students who have at least one course in the 
teacher’s Gradebook with a grade less than 70 for the selected cycle.

Texas Honor Roll
Federal/State Reporting>Texas State Reporting>Reports>Texas Honor Roll
•The SIS - A HONOR ROLL RPT (C#) template lists students with a grade of 90 or above for all courses for the 
selected cycle. 
•The SIS A/B HONOR ROLL RPT (C#) template lists students with a grade of 80 or above for all courses and 
excludes students included in the A Honor Roll report for the selected cycle.



GRADE REPORTING REPORTS-SKYWARD
Selected Grades 
Office>Grading>Reports>Selected Grades
The SIS – FAILING GRDS CY(#) template lists all students who have at least one course with a grade less than 70 for the 
selected cycle.
Report Card
Student Profile>Portfolio> Attachments
All report cards are saved to this page for each student.



GRADE REPORTING REPORTS-REPORT MANAGER
GRADE DIFFERENCES BY TEACHER

•If there is a POSTED grade, but not a GRDBK grade, the teacher must enter a grade using the NEW button.
•If there is a GRDBK grade, but not a POSTED grade, the office needs to enter the grade in Skyward on the 
Student>Student Profile>Grades tab.
•If there is a POSTED grade and GRDBK grade:
1.The office needs to make sure there are no pending Grade Change Request that needs to be approved.
2.If there are no pending Grade Change Requests, the office needs to verify which grade is correct with the teacher.
3.Depending on which grade is correct, either the office needs to correct the grade on the Student>Student 
Profile>Grades tab or the teacher needs to correct it in their Gradebook.



GRADE REPORTING REPORTS-REPORT MANAGER
Grade Differences Cont.

•Grade Difference by Teacher – Cycle
http://adm-vm-ssrs/reports/report/SKYWARD-STUDENT/GRADE%20REPORTING/GRADE%20DIFFERENCES%20BY%20TEACHER%20-%20CYCLE

•Grade Difference by Teacher – Semester
http://adm-vm-ssrs/reports/report/SKYWARD-STUDENT/GRADE%20REPORTING/GRADE%20DIFFERENCES%20BY%20TEACHER%20-%20SEMESTER

•A Plus Grades
http://adm-vm-ssrs/reports/report/SKYWARD-STUDENT/GRADE%20REPORTING/A%20PLUS%20GRADES

•CBE Grades
http://adm-vm-ssrs/reports/report/SKYWARD-STUDENT/GRADE%20REPORTING/CBE%20GRADES

Teacher Gradebook Assignments
http://adm-vm-ssrs/reports/report/SKYWARD-STUDENT/GRADE%20REPORTING/TEACHER%20GRADEBOOK%20ASSIGNMENTS



HONOR ROLL REPORTS

•Federal State Reporting>Texas State Reporting>Reports>Texas Honor 
Roll

•A Honor Roll
•A/B Honor Roll



TRANSCRIPTS

Printing transcripts is necessary to confirm that transfer credits were entered correctly 
and will show on the transcript.



GRADE REPORTING TIMELINE



QUESTIONS
sishelp@midlandisd.net



SIS CONTACTS

David Wagner
Student Information Systems Analyst

David.wagner@midlandisd.net
432-240-1254

Elda Baeza
Student Information Systems Analyst

Elda.baeza@midlandisd.net
432-240-1295

Adrian Garcia
Director or Student Information Systems

Adrian.Gracia@midlandisd.net
432-240-1255


