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Step One:
LOG INTO SKYWARD
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Step Two:
SELECT ENDORSEMENTS
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Step Three:
SELECT "DECLARE AN ENDORSEMENT"
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Step Four:
FROM THE DROP-DOWN MENU SELECT: 

(1) AN ENDORSEMENT & 
(2)AN OPTION
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Step Five:
CLICK "I AGREE" THEN PRESS "SAVE"

Then select Endorsements
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Step Six:
SELECT CAREER PLANS

Press OK on Message Box
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Step Seven:
SELECT A CAREER PLAN TEMPLATE
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Step Eight:
Click “Select“ to apply template. 
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You will now tailor your plan.
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-Year-long courses will have an “A” class and a “B” 

class (i.e. English 1A and English 1B). 

-Verify you make changes to both when adding or 

deleting in your plan. 
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-Students currently taking advanced classes are 

auto-enrolled into the next advanced course. 

-All students are auto-enrolled in PE. 

             Coaches will move athletes into correct sport period.  

                PE will be replaced with Marching Band.
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All Students Must Have Four Basic 
Core Classes:

-English 1 or Pre-AP English 1

-Algebra 1 or Pre-AP Geometry

-Biology or Pre-AP Biology

-World History or AP Human Geography
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Step Nine:
TO CHANGE GRADE LEVELS/DELETE 
CLASSES FROM THE TEMPLATE, SELECT  

(IF THERE IS NO OPTION TO DELETE, YOU 
HAVE BEEN AUTO-ENROLLED INTO THAT 
COURSE)          



For Adding Classes:
ENSURE YOU HAVE THE CORRECT COURSE ID NUMBER BY GOING 

HERE
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https://docs.google.com/spreadsheets/d/1qiV1Du_Iw7TfwSxABJxeYoC1ulP0Dt8vzgCCXhfN3BE/edit#gid=0


Step Ten:
TO ADD CLASSES 
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Step Eleven:
ENTER THE COURSE ID IN THE 
"SEARCH" FIELD, HIT ENTER, 
SELECT CORRECT COURSE AND 
THEN SELECT SAVE.  

FOLLOW THE SAME STEPS TO ADD 
THE B COURSE.

SIGN UP FOR BOTH "A" AND "B" 
SEMESTERS FOR A ONE CREDIT 
CLASS  



COUNT COURSES IN 9TH GRADE YEAR, 
SHOULD EQUAL 8 TOTAL COURSES 
(IF YOU COUNT EACH “A” AND “B”, YOU 
WILL HAVE 16)

Step Twelve:
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AT THIS POINT, GET YOUR TEACHER OR COUNSELOR 
INVOLVED.  

IF YOU DO NOT HAVE 8 COURSES, THEY WILL ASSIST 
YOU IN ADDING MORE.  THEY WILL ALSO ENSURE 
THAT YOU HAVE THE CORRECT 8.

DO NOT MAKE ANY CHANGES AFTER THEY COMPLETE 
THEIR CHECK!

PLEASE WAIT QUIETLY AND BE PATIENT.  THIS IS A 
GREAT TIME TO REVIEW ALL FUTURE COURSES.

WHEN FINISHED, CLOSE OUT.  IT SAVES 
AUTOMATICALLY.
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MISSING EITHER 
"A" OR "B" 
COURSE

Step Thirteen:
VERIFY GRADUATION REQUIREMENTS ARE MET.
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Review Process 
 

• COUNSELORS WILL REVIEW PLANS DURING SPRING SEMESTER
• PARENTS WILL CONFIRM CAREER PLAN THROUGH SKYWARD
• COURSES IN THE CAREER PLAN WILL BE USED TO CREATE COURSE REQUESTS 
AND FUTURE CLASS SCHEDULE(S) 
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