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Assigning Students To a Test 

This tutorial will show how Administrators or Office Staff can add students to a test in mass.  

Please note that the test must already exist in Skyward. 

1. Go to Office  Curriculum & Assessment  Test Scores  Setup  Utilities.  You can 

either do this from the district (000) entity or do it separately for each entity.  Click on 

“Mass Add Students to a Test”. 

2. In the next screen, you can either create a new template or modify one that you have 

already created.  For this tutorial we will be creating a new template for the district 

(000) entity.  Click the “Add” button.  
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3. In the next screen, fill in the appropriate values: 

a. Give the template a name and click the box to “Share with other users…”. 

b. Set the ranges for the entities in which you want to assign students to a test, and 

if needed, narrow the student selection by Grade/Grad Yr. 

c. Further narrow the student selection by choosing students by Status, Gender, 

and/or CY Member. 

d. Set the Test Date to the estimated date that most students will be taking the 

test.  Please note that this will not prevent test scores from being entered later 

by teachers. 

4. Select the specific test to which you would like to add students.  Be sure to click both 

the “Calendars” and “Schools” buttons and select the appropriate Calendars/Schools for 

the entity range you specified earlier.  
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5. When the template is complete, click “Save” to save the template and run at a later 

time, or “Save and Run” to run it immediately.  When you run it, a message will be 

displayed showing the number of students assigned to the test. 

 

This concludes this tutorial. 
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