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TERMS OF USE 

The information contained herein is licensed, trade-secret and proprietary and may not be used, disclosed or reproduced 

without permission of the licensing authorities, WSIPC and/or Skyward, Inc.  As a condition of use, the User agrees to 

protect and keep the information from disclosure or falling into the public domain.  The failure to comply with this 

agreement may result in the immediate termination of the User’s right to access the information.   
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Logging in Educator Access Plus and the homepage options 

Skyward URL:   

http://eaplus.steilacoom.wa-k12.net 

 Enter Login ID 

 Enter Password 

 Select Sign in 
 

 

Home Page: 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Access to Gradebook    

 Access to Student Information in your classes 

 Access to Class information 

 Access to Daily Attendance Posting 
 
Additional Areas – If Enabled 

 Access to My Homeroom 

 Access to Lesson Scheduler 

 Access to Students with Disabilities 

 Access to Conference Scheduler 
 
 
 
 
 

http://eaplus.steilacoom.wa-k12.net/
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Jump to Other Systems –Dependent on security access 
 

 Employee Access 

 Family Access 
 
 
 
 

 Account setting – Password changes 

 Preferences – Color changes, automatically 
open reports etc. 

 ? for SkyDoc documentation and Tutorials 
 
 

 The Print Queue icon is available in all areas of EA+  
o Select the icon to view or print a document in the Print Queue. 

 

 Access to the Print Queue (with an example of a report that was run) 
o Clicking on the report hyperlink will open up the report in a PDF document and then it is 

necessary to select the printer icon to print the report.  All reports go to the Print Queue 
and need to be viewed and then printed by selecting the printer icon. 

o Select the “Rerun” button to rerun any report in your Print Queue – it will grab 
new/updated information in the re-run report. 

 

 Selecting the Home tab will return to the main page 
 
 
 
Helpful Teacher Widgets:  (Must be enabled at the district level):   
 

 On the homepage – select the SELECT WIDGETS hyperlink in the Jump to Other Dashboards 
area.  The widgets available to choose are set up at the district level.   
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 The Quick Access Widget will enable the option to click on attendance or gradebook from the 
home screen.   

 
 
 
 
 
 
 
 

 Once it is selected, the teacher then needs to set up the options under the dashboard by 
selecting the Click here to select classes to display for quick access hyperlink 

 
 
 
 
 

 Make the appropriate selections and Save 
 
 
 
 
 
 
 
 
 
 
 
 
The Quick Access Gradebook and Attendance icons are now on the homepage for easy access.  
Once attendance is taken the bell turns gray noting that it has been taken for the day (or period). 
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Gradebook 
 

Display Options – setting up the view of gradebook with individual preferences 

 

 From your Homepage, select the book icon  in the Teacher Quick Access widget or 
Teacher Access Tab - My Gradebook  

 Select Secondary Gradebook hyperlink  

 

 Move cursor over the Display Option tab at the top of the gradebook 
 
 
 
 

 
 

 Student Display – This option sets up how  
you want the students to display in your  
gradebook.  
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Make selection for 
Name, Display, 
and Sorting 
Options per your 
preference 

 
Modify Gradesheet 
Sequence will give 
you the option to 
put students in an 
order other than 
alphabetically. 
 
Select Save button 
when Student 
Display Options 
are set 
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 Assignment Display - This option sets up how you 
 want your assignments to display 

 
 
 
 
 

 
 
 
 

 
 
 

Make selection for: 
 

Assignment 
Display options 
 
Assignment 
Defaults 
 
Assignment Score 
Entry  
 
Assignment 
Heading 
 
Select Save when 
Assignment 
Display options 
are set 
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 Grade Period Display - This option sets up what  
grading periods you want to view in gradebook 
(the current grading period is always check  
and unchecking is not an option) 

 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 

 All boxes are unchecked (except current grading period) 

 Select what grading periods you want viewable in gradebook 

 Assignments by Date Range - option to select what time frame you want to see.  If 
selecting this option, the checked areas above are not honored. 

 
 
 
 
 

 
 

 Select Save when Grade Period Display options are set 
 

 Modify Gradesheet Sequence - This option allows you to change the student display order within the 

Gradebook  

Highlight the student and 

select the Move Up or 

Move Down button to 

change order 

You can move all 

Dropped students to the 

bottom of the list 

Select Save when 

sequence changes are 

completed 
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 Color Legend – displays the color of 

assignment categories 
 
 
 
 

 
Adding Assignments 

 Move cursor over the Assignments option tab at the top of the gradebook 
 

 

 Select Add Assignment 
 

 
 
 

 
 

 Choose Category 

 Enter in Short description of Assignment 

 Use of Detailed description is optional 

 Dates do not need to be changed from current date unless you choose to change them. 

 Actual Due Date does not need to be added unless you choose to make it different than the 
Proposed Due Date. 

 Enter in Max Score and (optional) multiplier  

 Select Show Assignment Score As – pull-down selection 

 Next select if you want the Assignments to go in to another gradebook by selecting it in the 
area at the bottom of the assignment screen 

 Select Save and Score 
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 Mass Assign Score Options 
Use this area to assign the same score to every student and then change the unique scores on 
the individual student. 
 

 Select the Score 

 Select Apply 
 
 
 
 
 
 
 
 
 
 

 Scoring an individual student 
 

 
 
 
 
 

 Double clicking in the individual cell will allow for grade entry 

 Special Codes are entered in the next cell and the key is located to the right of the 
screen. If you only see the title and a + sign, select the plus sign to expand the table.  

 Check boxes are for No Count tracking 

 Comment box is for any comments on the individual student for this assignment 

 Select the Save, Undo, or Back button located in the 
 upper left of the heading when scores are entered    
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 The assignment is now in the gradebook main screen with the category in the heading of the 
assignment.    

 
 
 
 
 
 
 
 
 

 To edit or delete the assignment, click on the assignment heading 

 Select the option you want to do (Edit to change the current information, Delete, Score, etc.) 

 Add will take you to the screen to add a new assignment 
 

 
Scoring screen for Multiple Assignment Entry – Quick Scoring Tab 
 
 

 Select Quick Scoring Tab 

 Single click in first cell, enter score, tab, enter score, tab….etc. 
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Accessing Student Information 
 

 Selecting the icon to the left of Student Name will give you Student Demographic Information 

 Selecting the Student Name Hyperlink will give you a different view for grading (mostly used 
for final grade input) 

 
Student Icon example: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Student Hyperlink example: 
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Entering Attendance 
 
From the Gradebook 
 

 Move cursor over the Attendance Tab 

 Select Take Daily Attendance option (by name, by seating chart) 

 All students are defaulted to Present 

 Select Absent or Tardy for appropriate students 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
From the Home Screen – Three options to post attendance: 
 
Teacher Access: 

 Select Post Daily Attendance menu item 

 Select By Name or By Seating Chart 

 Select Absent or Tardy 

 Select Save 
 
 
Teacher Quick Access: 
 

  Select Bell icon   
 
 
 


