
Sending an email to your students from Skyward 
 
Have you ever wanted the ability to send an email to every student in a class, all your 
classes, their parents or to just a few students? You now have this capability from your 
gradebook! 
 
You can also include an attachment to these emails such as an assignment they need, 
forms or any other document you have in an electronic format. 
 
To begin:  
1. Open up any of your classes and click on “Other Access” from the task bar and choose 
“Message Center” from the choices as shown below. 
 

 
 
 
You will now see a filter screen as shown below. Just click on “Apply Filter”. 
 

 
 
The next screen will look like the screen below. Choose to add messages to the current 
class or to multiple classes depending on your need. 
 

 
 
 
I will choose to add a message to the current class as a demonstration. 
 
 



The screen below shows the set up page that you will fill in for the email.  
1. You can type in a message summary and a message detail along with adding an 

attachment by clicking on the “Upload” box in the upper section. 
2. You can also choose to post this message in “Family Access” as a choice by itself 

or along with the email to the students etc. This is located in the “Posting 
Options” section as shown. 

3. Your emailing options are next and you have many options as to whom you want 
to send the email to as shown below. 

4. You then have the option to choose which students receive the email by “selecting 
all” or choosing individuals from the class list.  

 

 
 
When you completed the information on the screen you will need to click on “Save” 
which is located in the upper right corner of the screen as shown above. 
 
Hopefully this will provide you a fairly simple method to email your students, parents or 
Family Access with information you want them to have as another tool for 
communication.  
 
The email to a student will go to their student email at school and we just completed 
adding all the student email addresses into Skyward to make this process happen. At this 
time we are working to correct the few that require changing due to duplicate name 
codes, but this is a minority of the students overall. 
 


