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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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Cloning an Assignment from another Teacher’s Grade book 
 

 

1. Open the Assignment list screen by clicking on the Assignment button on the Main 

Screen menu bar and selecting List Assignments  

 

  
 

 

2. Select Clone from existing Grade book. 

 

 
 

 

3. Select Different Teacher in the upper left corner 

 

 
 

4. Use the Entity dropdown menu to select the appropriate Entity 
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5. Use the alphabetical search hyperlinks at the bottom of the screen to look up the desired 

teacher’s last name or use the Lookup by Last Name box in the upper right corner to 

type the teacher’s last name 

 

 
 

 
 

6. Locate the desired teacher in the teacher list and highlight the name and choose Select 

7. Select the checkbox of the class to clone from 

 

 
 

8.  Select Next 

 

9. Select the check box by the Assignments to clone (Option button to Uncheck or Check 

All is available)  

 

 
 

10. Select Next 

  

Enter name and then the enter key 

for a list of teacher names. 
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11. Select the check box by the Classes where the Assignments should be cloned to 

 
 

12. Select Next 

 

13. The option is available to change the date – do this for each assignment cloned. 

 
 

14. Check the information at the bottom of the screen to be sure all assignments have been 

selected. 

 

 

 

 

15. Select Finish 

 

 

16.  The information box will close when 

the cloning is complete.  This will 

bring you back to your Assignment 

lists.   

 

17. Select Back to return to the Gradebook main screen.  
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Cloning an Assignment from your Gradebook – Prior Years 

 
1. Open the Assignment list screen by clicking on the Assignment button on the Main 

Screen menu bar and selecting List Assignments  

 

  
 

 

 

2. Select Clone from existing Grade book. 

 

 
 

3. All assignments from prior years are listed.  Scroll to the School Year to clone from and 

select the checkbox 

 

 
 

 

4. Select Next 
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5. Select the check box by the Assignments to clone (Option button to Uncheck or Check 

All is available) 

 

 
 

 

6. Select Next 

 

7. Select the check box by the Classes where the Assignments should be cloned to 

 

 
 

8. Select Next 

 

9. The option is available to change the date – do this for each assignment cloned. 
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10. Check the information at the bottom of the screen to be sure all assignments have been 

selected. 

 

 

 

 

11. Select Finish 

 

 

 

12.  The information box will close when the cloning is complete.  This will bring you back 

to your Assignment lists.   

 

13. Select Back to return to the Gradebook main screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 


