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HOW TO COMMUNICATE WITH PARENTS USING SKYWARD 

Using the Recent Messages Widget 

 
 
 
 
 
 
 
 
 
 
 
 
 

Click it to get the menu shown below 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This additional information can be viewed once you click on the arrow. 
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The filter options menu is below. You can change which messages you want to show. You 
can show messages from a certain date. You can also check the box and only show 
messages for a particular class.  

 
Adding the message for multiple classes allows you to quickly send out information to 
your classes.  
 

 
 
 Adding the message for current class has the exact same menu options.  
 The only difference is at the bottom where your classes are, you will see your 

students names instead of that class section.  
 This means that you can send it to all of your students or just the ones who were 

absent, etc. 
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To attach documents, click on the “attach” button and this menu screen will open up. 
 

 
 
If you post a message on the calendar family and students can access it from their 
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YOU CAN ALSO EMAIL PROGRESS REPORTS HOME.  
1. Go into your gradebook. 
 

 

2. Click on the drop down menu for “Reports for All Classes”  

OR 

3. In your gradebook main screen hover over the “Reports” drop down menu and this 

will display the “Email Progress Report” link. 

 

 

 

 

 

 

 

 

 

 

 

4. Click the report link 

5. The box below will open up. 
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6. After viewing the parameters of the template you may clone or add a new template.  

a. It is helpful to give the report a name that will make it easy for you 

remember what items are included.  

b. You will know it is a report you created based off of the Seq# because it will 

be to start two numbers unlike the three numbers of the original templates. 

7. From the “Select Different Classes” menu select the classes you’d like to email. 

8. Click the “Create Emails” button. 

 

 

 

 

 

 

 

 

9. Click the task you want to complete.  

10. If for example you selected select all to print the screen below will show up. 

 
11. You select your recipient options. 

12. Then add your email message. 

13. Click the Process Emails button. 

a. The system will only send email to guardians who have email addresses.  

b. Guardians without email address can get a printed copy through their child 

or mail. 


