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Mass-Change Calendar Days 

This tutorial will show you how to mass-change Calendar Days in Skyward.  There are multiple 

utilities that can modify Calendar Days in Skyward.  This one will specifically focus on changing a 

specific set of School Days to Non-School Days for multiple entities in the same district. 

1. Make sure you are in the District (000) entity in Skyward.  Go to Office  Attendance  

Setup  Utilities, and click on “Mass Change Calendar Days for Multiple Calendars”.  

 

2. In the next screen, click the “Add” button on the right.   
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3. In the next screen, give your template a name, select the option to “Change Days”, and 

be sure your School Year is set correctly.  

 

4. Next, click the “Selected Days” button at the bottom.  In the next screen, enter the 

range of dates that you wish to update.  When you have set the Low and High range for 

your dates, click the “Add” button on the right.  You selected dates will now be 

displayed in the box below.  Please note that you will see all dates, including weekends.  

That is not a problem because Skyward will only change School Days.  Click “Save”.
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5. Back in the template screen, click the “Selected Calendars” button at the bottom.  In the 

next screen, select the Calendars in which you wish to make changes.  In this example, 

we want to change the days in every calendar in the district, so you can just click the 

“Select All” button on the right.  You can also just check the box on the left for each 

individual Calendar.  When you have selected the appropriate Calendars, click “Save”.  

*Note: Be sure you scroll to the bottom of the list to make sure you are selecting all 

the necessary Calendars.  

 

6. Back in the template screen, if you are using Events (these are required for the Data 

Hub), click the “Selected Events” button.  If you are not using Events, proceed to the 

next step.  In the next screen, select the first entity in your district, select the 

appropriate Event code, make the Day Type “Non-Instructional”, leave the Duration at 

1.00, add a Comment if desired, and click “Add”.  *Note: This step must be done for 

each entity in the district, but only one Event needs to be selected for the entity.  
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Please also note that your Event code may be defined so that the “Forgiven” box will 

display here.  In this example, these are Forgiven days in the state, so we checked the 

box.  When you have selected the correct Event for each entity, click “Save”.  

 

7. Back in the template screen, click the “Change Days Options” button.  In the next 

screen, change the “Count As” to zero (0.00) and add a Comment if desired.  Please note 

that since you are making this a non-school day, you do not need to select any Periods 

in the list at the bottom.  When done, click “Save”.  
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8. Back in the template screen, you are now ready to save and run this template.  You can 

either click “Save” and keep this template to be run at a later time, or “Save and Run” 

which will save it and run it immediately.  Once you run this utility, you can go back into 

any individual entity’s Calendar and View All Days.  You should now see the whole range 

of days will have the settings you applied through the utility.  

 

 

 

This concludes this tutorial 
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