
How to use the Message Center in Skyward 
 

Log in to your Skyward and click on Teacher Access 

 

Choose My classes 

 



 

 

Choose your homeroom class 

 

Choose Message Center 

 



 

 

Choose Add Message for Current Class 

 

 

  



This is where you add your message and choose how it sends it.  Message Summary at the top will be the title of the 

email.  Message detail will be the message itself.  If you click the attach button on the right you can choose your 

newsletter (or any other file) to attach.  I can only post to family access, or it can send an email (to the ones parents have 

on file in Skyward).  Under emailing options you will need to check the box that says “Send as email” and then also click 

the box that says “Email to Guardians.” Look at the Emailing options section to make sure who you are sending it to and 

from which email address.  If your address is wrong , it will need to be changed under account.  Click Save when you are 

done. 

 


