
Skyward Online Assignments Training 

1. Logon to Skyward by using the district website at: https://bb-sd.com and look under the Staff Tab.  Click the first 

Skyward option. 

2. Click on Teacher Access and then choose My Gradebook and click on the course that you would like to create the 

online assignment. 
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3.  Once you are in the gradebook screen, click on Assignment and then choose Add Assignment. 

 

 

 

 

 

 

 

 

 

 



 

 

 

4. On the Filter screen, click on Apply Filter. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5.  When the Online Assignment screen appears click on Add. 

 

 



 

 

 

6.  The Online Assignment Template Maintenance screen should appear on your screen.  This is an important screen 

to define your 

Online Assignment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.  To create a template, first fill in the 

template Set-up Options. 

2. When the Auto Score and Post to 

Gradebook is selected, only Multiple 

Choice and True/False can be selected 

for question types. 

3. Click Save and Add Questions.  



 

 

 

 

7.  Start creating the questions for the online assignment by filling in the information below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Select the Question Type and create the 

Question. 

2. Verify the Point Value of the question. 

3. Enter the Answers.  Select the Correct Answer.  

Attachments can be included for the answers to  

the question by clicking Attach.  There can be 

more than one correct answer for the questions. 

4. Attachments can be added to the question by 

clicking Attach. 

5. When all of the questions have been added, click 

on the Save and Back Button. 



 

 

 

 

8.  Attachments can be used for instructions, pictures, math problems, etc.  Below is the screen for adding an 

attachment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To attach a file to the Online Assignment, click on the 

Browse button to locate the file on your computer.  

When the file is selected, click on upload and then 

Save. 



 

 

 

 

9.  The Online Assignment that was just created should appear in this window. 

 

To view the online assignment data, click on the + 

sign next to the assignment name. 

To Edit the Online Assignment click on the Edit button 

on the right side of the screen. 



 

 



 

 

 

 

 

 

 

Two  Reports can be generated from the Online Template 

screen:  Answer Key and Hard Copy of Blank Online 

Assignment Template.  The Hard Copy of Blank Online 

Assignment Template can be used for student who do not 

have access to Student Access or were sick at the time the 

assignment was given. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Attaching an Online Template to an Assignment  

This process creates a link between the assignment 

template and one or more assignments within the 

teacher’s gradebook. 

Choose the course that you created the online 

assignment. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on Add Assignments. 



 

Enter in Assignment Information.  Once you have 

added your Assignment information, Click on Make 

Assignment Available Online. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter the date and time range the assignment will be 

available.   From here, you can add a new question 

which creates a new template, or you clone from an 

existing template.  If you would like to clone from an 

existing template, click Clone from Template. 



 

 

Highlight the template to use and click Clone to 

Assginment. 



 

 

 

 

 

 

 

 

 

Cloned questions display in the Assignment Questions 

browse.  At this point, you can add, delete, edit, or 

change the order of the questions.  When you are 

finished, click Save and Back. 



 

Once an assignment has been added online the 

options to edit or remove the assignment main 

screen.  Click Save and Back. 



 

The assignment displays in the Gradebook and when 

you mouse over the assignment, it indicates that it is 

an online assignment. 


