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SFA - Skyward Family Access and Online Forms General Information

Accounts and Online Forms

1 Any family member imany family for a student can have their own account. There is no sharing of

accountgequired Only members of Family #1 can fill out online forms.

Previously completed online forms will need to be reviewed and confirmed each year.

When a new student enrolls and you create the family and add contacts, their accounts should be

generated but will not be turned on.

1 Those in Family 2 or beyond with accounts cannot see demographic information about the
members of another family, nor ctrey fill out Online Forms.

= =4

9 Parents can update their own contact information in Family Access.

T There is a Aforgot password/ usernamed | ink wh
account holder to reset their own password.

9 LISD Staff,that ae parents, use their network username and password to access Family Access.

91 Duplicate accounts exist for some contacts, campuses may hook separate student to different

accounts. Thisnustbe corrected by the campuses working together.
9 Students use theiretwork username and password to access the system.

Campus Responsibilities

91 Provide the initial loginriformation to any family membeYou can send out letters with account

information. Refer to the specifics in the Skyward Family Access Guide.

Turn an access for any family member after verifying their identity and custodial status.

Correct any incorrect family information the parent cannot change using the access. (they can

change most of their own contact information online)

1 Change password if regsted. This should only happen if the link provided on the login page will
not work for them.

9 Direct them to resources provided by Technology for help with the system: LISD Home>> Parent
tab >> Skyward Family Access >> Family Access FAQ and Help link.

)l
)l

Technology Responsibilitied-émily Access Specialist andone Support Staff)

Provide technical support for Family Members usingRamily AccesdHelpdesk.

Provide documentation for all users and training for staff members.

Provide technical supportifetaff which support the Family Access on the campus

Direct family members to the campus to request changes to the family data and for questions
regarding legal access for individuals.

= =4 =8 =9

Campus staff who can help manage the access

The following general @ups have the permissions to access the Web Users area for Family
Access:

Attendance Clerks, Secretaries, Principals and APs, Counselors and High School Computer Clerks
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SFA.1- Managing Family AccessAccounts

What: How do | access and manage the family access accounts?

When: Any time

Skyward treats each member of the family as an individual in regards to access accounts. Students access
the system using their network username and password. Anydt#member can access Skyward

using their network username and password. If they further have the role of a family member, they can
access Family Access through their normal network account access. The following pertains only to

parents who are not LISBmployees.

Accessing accounts for viewing usernames and resetting passwords
Most office staff members have permissions to manage these accounts.

ST/TB/GE/TB/WA
Student >> Student Profile >> General tab >> Web Access
In your task of maintaining the famijccess accounts, you may be asked to

1 Change username or password of parent/guardian,

1 Change other data in the parent/guardian account,

1  Work with the online forms for existing students,

1 Manage the online registration/online forms process, and
1 Run reportdor verification and review of data.

Each topic will be discussed individually.

. Student Faood - - Educator Advanced  Federal/State  Custormn
el v Femllize | i Services  Service Qilee | el Access Plus | Features Reporting Reports Q

4l WebfAccess i

[y W avarites ¥ r vy WYinco G v Pri LIt
Y By @ Voravorites v Tnew window Fop by Print o

Customize Tabs e’ Student: o WO Se, nlhg e deatis | 4P| @ Ranges Addd Delete Transfer Pzeudo

¥ General
Profile
Address
Birth Hist
School Fth

Gragfiear (Grade): 2014 (12) DOE (fge): 02141996 (17) | Entity, School, Status: 001, 001, A Default: 001, 001, & IIl

Other ID: S80CL2 Horneroorm: FH Advisor: | LS, DESR L InternalID: 12585 O Mermber: Yes

Web Access

Student Information

Login: |#sEes i Schiool E
Password: | 2htfpjge Horme Emdpe

# e bt e Eqi

¥ Scheduling

Current Allow Student Access

Future

Grades Guardians =

Family
P Locker

hdiciclle

Uniock
Account

Attendance psna. e Maother Ermail
Account

¥ Entity Reset Link

LISD Enterprise Application Services d Training
Paged of 57 StaffMstrFAccess.docx 9/11/2017



Enterprise Application Family Accessi Manage Accounts
Services for \fou!

SFA.1.A- Change Username, Password or Email

Once the parent/guardian has logged in for the first time, they can change their own username and
password. However, if yoare asked to change the password

1)
2)
3)

4)
5)

6)

Selectthe family member from the list of Guardians and click the Edit button on the right.
Password resetenter a minimum of 5 character password for them, or

Generate a random passwofdr them if requested. If theyakie set their own password, you must
clickthen Set Passwordo button to have access to

a) Be sur e t korcepasswokd chageat iiiextlogin and t o
b) Select the option t&llow Family Access is selectent they cannot login.
Email addres$ you can enter for them or they can do so when they login.

Leave the settings at the bottom (the Subsystem Options) with NO check marks.

Family Access User Maintenance A @ T
Guardian: [ Al @ Save
Mame Key: | STENEITEmmTy Save and
o i . — Email
L¥ALogin: |ttt | Account
@JPaﬁswmd: | || Generate Resel Link
i |
@ I Force password change at next login Pasa;::rd
Minimum Password Length: 5 Change

I+ Allow Family Access Back

[ Account Verified

@J{Gme Emiail: | |

@Suhsystem Options
™ Do Not Allow Access to Food Service Statement Information
[ Do Mot Allow Access to Fee Management Statement Information
[ Do Mot Allow Access to Online Registration & Pseudo Family Changes

Select Save.

NOTE: You can use theSave ancEmail Account Reset Linko send an email to the address in
the home email. The email will contain instructions in English and Spanishidquesting a
username and password reset option to be Ibelttes not send their username and password!

LISD Enterprise Application Services d Training
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SFA.2- Managing Parent Requests for Changes in Data

What: How do | change information at the parent request?

When: Any time

Skyward allows parents to edit selected fields in the student data. They have the following rights
controlled by district settings for eafibld:

1 They can have a field completely hidden from them

1 They can see the data, but have no ability to change it.

1 They can change the field and have that approved by office staff. (this is known as Pseudo
Changes) Until office staff approves the chaiiiggoes not change.

They can directly change &urrentlethHatds waataliifieltisare set i t
for. The following instructions allow you to see the changes they made.

FA/FM/PC

Families >> Family Access >> Pseudo Approval

The fdlowing instructions relate tgiewing changes to the fields made by Parents.

1) Alist of changes will be showBY STUDENT.

AAUt

2) To set the filter to see only those requests you wish to see, click on the Filter Options button on the

right of the window.

a) Hide Change Requests that are Waiting Apprdiealrrently not being used for any fie)ajr
b) Hide Change Requests that are Complete

3) Click the down arrow to open the details of the change. The original value is shown as well as the

requested value.

‘ H Pseudo Approval {i" _l E ﬂ ﬁFauoritﬁsv (f_l New Window lﬁ'r‘."ly Print Queue

Approve Pseudo Family Changes Request(s)

Date - Time | Last Mame First Middle Area

[ Expand All Collapse &l View Printable Details ]

Click to filter the request

equested Changes type shown in the window.
Original
Field Name Requested For Value
Primary Phone THEE DI E
er Ophio Apply_F?I!‘.e_r__
b O0B/1B/2013 5:43 pm & J-L-"-'—A! Ty ™, | I Hide Change Requests that are Waiting Approval Back
— ™ Hide Change Requests that are Complete

LISD Enterprise Application Services d Training
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4) If the change requires approval, it will shoviaiting Approval Once you open the details, you can
approvethem line by line or masgpprove alchanges.

5) NOTE:If you deny the request, you should pua reason. This will display for the parent next time
they login to their account.

¥ Requested Changes

Original el
Field Hame Requested For Value Value Approwe Al Deny Al Status
owi |11 t o | i Approve Derry Waiting Approyval

Home Phone P TE T RS

LISD Enterprise Application Services d Training
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SFA.3- Managing Online Forms for Existing Students

Online Forms allows parents to fill out custom forms in Family Access. This process recpirésrd
to be enrolled and is only available at certain times of the year.

An example screen from Family Access is shown for Online Forms:

Lewisville HS 2014-2015 Forms

Home

(LEWISVILLE H S 2014-2015) Print
ey Student Step 6. Complete Lewisville HS 2014-2015 Forms 1. Confirm Stucent nformaton
Enroliment By completing Lewisville HS 2014-2015 Forms, you are confirming that the Steps below have been finished. {/ Completed 04/22/14 9:55 AM

Are you sure you want to complete Lewisville HS 2014-2015 Forms for DANIEL?
o a. Student Information
Lewisville HS

2014-2015 Forms Review Lewisville HS 2014-2015 Forms Steps b. Family Address

Step 1) Confirm Student Information Completed on 04/22/2014 at 8:55 AW

c. Family Information

LHS Killough HS

2014-2015 No Requested Changes exist for Step 1 3| ETaarE GraEs
Forms Step 2) Verify Skylert Contact Information Completed on 04/22/2014 at 9:56 AM - -
Step 3) Student Health / Emergency Form Completed on 04/22/2014 3t 9:58 AM 2.,Ver|fy Skylert Contact Information
Calendar { Completed 04/22/14 9:56 AM
Step 4) Student Code of Conduct / Handbook Completed on 04/22/2014 at 9:59 AW
Gradebook Step 5) 1:X User Agreement (NOTE: Only applies to certain grade levels) Completed on 04/22/2014 at 10:00 AW 3. Student Health / Emergency Form
‘(Compleled 04/22/14 9:58 AM
Attendance G Name: 3 Guardian Address: 4_Student Code of Conduct /

LEWISVILLE, TX 75057-2604 Handbook

Student Info 4 Completed 04/22/14 9:59 AM

T : . . 51X User A t (NOTE: Onl

Schedule Families with multiple Form list stays applies tsueger%%egmrgge(leve\s) w
Fee students will have links to visible and shows 4 Completed 04/2214 10:00 AM

§ 2014-2015 Forms.
Portfolio
Skylert \Prewous Step_l Next Step
Health Info | Close and Finish |
Login History
Back to Prior

Family Access

LISD Enterprise Application Services d Training
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SFA.4- Custom Forms

Skyward allows you to create custéonms which can be filled out by staff or in the Family Access. The
screen shown on the previous page displays the Familys&\pcecess in which each step may represent
a custom form. You can access and edit custom forms for students on behalf ofrthe pare

SFA.4.A- Accessing Custom Forms for a Student

You can access custom forms in one of two ways. From these areas you can edit the content and print the
form itself for a student. NOTE: &0 must also have separate permissions to the form to access it.

Custom Forms Area i all students/one form

This area will How you to view all students based on a single form

ST/CF
Students >> Students >> Custom Forms.

1) On the browse screedlick the arrow for the Views: field argklect the form you wish wee.The
content of the form will display as columns.

2) Choose or create affijter you wish to use

<4l » Custom Forms sy '
Tl BTS—-1XUA ' ilters: | *211 Students ( ~]

3) To view details or to add/ edit/ delete a form, select the drop down beside the student name.

NOTE: If you edit the form, it will provide you the opportunity to see the form as the parents
sees it and print it from that screen.

" H | Custom F{ Click to expand y 2 E B 7 Favorites™ 9] Mew Window
student record
".-'iev.'s:|5T5-'-KU-'a' 7 V| i d m ER [&t

Expand All _Cezm=rAll Modify Details (displaying 2 of 2] View Printable Details

¥ BTS-1XUA  Add

Conditions Handbook OptOut Parent Signature Other ID
Edit Delete Yes Yes No Michael Abanaka 370240

LISD Enterprise Application Services d Training
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Student Profile 1 one student/all forms

This method will How you to viewone studenandall forms

ST/TB/CF
Students >> Students >> Student Profile >> Custom Forms tab.

1) Locate the student amtick the Custom Forms tab in the left panel.

2) Select the form to be viewedf. the form exists for the student, the data wilMisble.

| NOTE: There can be multiple formsbased on creation date if the form allows for that

3) If the form does not exist and is needgtk Add.

4) You canadd the required data, and from there you can then editand in some cases Delete an
instance of a form.

<4} » Custom Forms Tab 7

v Custom FormsOl Student: SN

BTS-1XUA
BTS-AUP
BTS-ELLsur
BTS-Email
BTS-HCForm
BTS-MediaR
BTS-NOARFo
BTS-SCOCFo
BTS-SRQFor
CTE Histor
DysClsProf
DysEvalSum
DysObserv
DysRefAssm
DysRefHith
DysScoreCa
DysStulnfo
EA+ Public
GT Program
LEP Asylee
MTA Prog
MTAMstryCk
NS Accompl

DOB (Age): ¢

Grad Year (Grade): 2014 (12) 1/1995 (18)
Customize

Other ID: DN Advisor: | | |

_ || 4| »| @% Ranges __Add || Delete

Entity, School, Status:|001, 001, A

Retainad: No

3 1_ @{I) d f:rFavmites' {f_—l Mew Window lﬁlMy Print Queue

_ Transfer || Pseudo

Default:|001, 001, A

Graduated:|No Homeroom:|F306

MTA Prog [
s

04/25/2014 10:39 am

Entry Date: | 04/09/2014
Exit Date: |06/06/2014
Placement: |[Dvslexia Program
[ Extended Time
[ Small Group
[ STAAR Passed

Existing data for ]
tudent in this progra

ALdd
/ -

Edit
Print

Delete

Select option to add
edit, print or delete.

GORT Entry Date:
AprovechamientonDate:
Rate:

Accuracy:
PveubasCognativasDate:
Comprehension:
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SFA.4.B- Printing a Form

1) To print, ®lectEdit andSave and PrintYou can also choose point for multiple studentas
detailed below.

\ NOTE: You must have permission to the form to complete this

2) Go to the path: Students >> Students >> Reports >> Custom Forms Report.
3) Create a Template and select the form (s) to tladed.

4) Select your Printing Range

5) Click Save and Print

SFA.4.Ci Family Access Student Acceptable Use Policy (AUP)

Each student should have an AUP form completed within the Family Access Online Forms or on paper
each year. Skyward provides a field talate the results each year of the parent agreeing to the terms
and providing permission or denying permission for their student to Access LISD Technology
Resources.

Office Staff Marking Result

Those with permission to this field: Attendance Clerks, PraisjpAssistant Principals Computer Clerks.
(Others can be designated at campus request)

Students tab >> Students >> Student Profile >> General tab (on left of screen) >> Web Access.

1) Click Edit in the Student Information Area.

2) Mark "Approved" or "Not Approved" as designated by the parent and click Save.

NOTE: it will mark the time and date and show that you modified the-fieddp any paper form
for tracking purposes)

LISD Enterprise Application Services 0 Training
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SFA.4D 1 BTS Volunteer Form

This formwas added in the 204216 school year and affords the parent the opportunity to mark areas in
which they would be willing to volunteer or partner with LISD.

Details

1) The name of the form I8TS- Volunteer" and is available to be viewed by most officefstaf

2) There is a Data Mining Repo@@0 BTS Volunteer) which can be run showing the results of the
parent selections appropriate for filtering in the Spreadsheet.

3) If the parent does not choose to fill out forms online, the paper form information candezibed
onto the electronic form by appropriate office staff.

Viewing the Form

Student Profile: Students tab >> Students >> Student Profile >> Custom Forms >> BTS-
Volunteer.

1) View the results on the screen or clielit to open the actual form for viewiras the parent sees it.
2) To print the individual student from this form seleg&ive and Print
3) To see the History of changes to the form, seldistory.

Printing the Form

1) Printindividual forms using the method above
2) To print the entire set of for youampus, go to

Student tab >> Students >> Reports >> Custom Forms report.
3) Create a template (suggested name: Volunteer Form)
4) Select: BTSvolunteer Form and choose Add.
5) Set your desiretange and selecBave and Print

Data Mining Report

Note: This reportshows the results of each area selected and the column headings are shortened. You
may need to have a copy of a report to match up the column headings. They are in the order af they

appear on the form. All students are listed in this report including thlogdnave not filled out the
form nor selected any volunteer options. You can clone the report and rename your report to start with
your campus # to make any changes you wish.

Students >> Students >> Data Mining >> Search for "000 BTS Volunteer".
6) Make surehe report is highlighted and select: Excel

7) Find the report in your Print Queugpen in Excel and use filtering to view the information you need.

LISD Enterprise Application Services 0 Training
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Parent - Student Online Registration

SFA.4E 1 Viewing Publication Permission Form

A custom report that prodes the parent choices fmedia and district publication permissior@ffice
staff can also run Bata Mining Report to lisall the permissions and their current settings in the student
record.

Teachers

1)
2)
3)
4)

5)

6)

\U

NOTE: Custom Forms can only be accessed by individual student. No spreadsheet reports ar
available within the gradebook for these permissions for the students.

Open your gradebook and click tleinnext to an individual studenteme

Click Custom Formdrom the left menu.

Choose EA + Publication PermissionSummaryin the View Seleébn Menu at the top of the page.
The selectionshould be visibldeside the name of the student.

| Custom Forms - EA + Publication Permissions ¢ Favoritesw ] new window £ My Print Queve 4 Bac
Views: EA + Publication Permissions ¥ Fiters: *All Students A hid \m |_p? @_] ‘:'_L:L Print Details
Def Grad Print My
Last Name & First Middle ] Ent Gr Distribute for District ¢ | Distribute for Military ¢ | Distribute for Vendors | Student AUF Students
View
Inactive Forms

Click the Back button to return to the profile scre@dchoose the next student in this class using the
drop down selection directly above the student photo to view.

To Print the selected student or all student forms, follow the steps as shown below:

Tirj |
@ Custom Forms Report - Entity 115 - 05.17.06.00.08 - Moxilla Firefox =& X
B Teacher A
I l G). & https;//skyward-lisdprod.iscorp.com/scripts/wsisa.d|l/WService=wsedulewisvilletx/qrprtbrws001.w?BrwsTitle=Custom Forms Ref |
N -
< Custol Custom Forms Report & ? ‘ | ry Print Queue 4 Bacl
Views: EA + Publji | Display My Templates Display Shared Templates Display Skyward Templates \ Print Details
Custom Forms Report Templates ] Print Print My
Last Name & Students
‘ Template Type & Description Created By Add | j T p—
ABLE, LAUREN N. W ea Hy
2) Entity Back to School Forms DALBO, MARGARET A. T View

..a Custom Forms Report - Entity 115 - 05.17.06.00.08 - Moxzilla Firefox

G} @ hitps;//skyward-lisdprod.iscorp.com/scripts/wsisa.dll /WService=wsedulewisvilletx/ggudfedit033.w7isPopup=true

&

? | 4 Back

Custom Forms Report

Template Settings

Custom Forms Report

Availal 4 Justom Forms

EAL

* Template Description: [permissions

[CIprint Greenbar

@ Print This Student Only © Print for My Students @ Select Students to Print

Selected Custom Forms

o)

BN

Save

Save and
Print

Inactive Forms

BTS-SCOC - -
Dy=sClsProf Add All
DysRefAssm
EA + Publication Permissions — A | o —®
THP Receipt Remove: L #
SPEProjections i F— I, 1
Amtarimle (%N Ananatas ~ ramoiead fald . -
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Ente!‘pnse Apphcauon Parent - Student Online Registration
Services for \ou!

Office Staff

\ NOTE: The following Data Mining repodisplays the current setting for the permission listed.

1 This Data Mining report will show theettinglastmade by the paregither fromlast yeads form or if
they have completed the forms for this year, the settimgld eitherbe changed or agreed to.

1 The last setting made by office staff on behalf of a parent.

Students tab >> Students >> Data Mining

1) Make sure the filter is set to show all data mining reports.

2) Search for form000 BTS / Military/ Media/ AUP

3) Click Excel on the righaind it will downloadn your print queue

4) Atfter it completes in your print Queue, open in Excel and filter or sort as needed.

14

NOTE: If you clone the reporthange the nanwf the report to add your campus ID in place of thg
"000"!
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Enterprise Application

Parent - Student Online Registration

Services for 'l}fou!

SFA.5- Managing Online Regqistration / Online Forms Proces

Online Registrationcan be used to complete the following:

1 View changes made or awaiting approval
1 Verify completion of the forms

Student Food

[
RO CERd Students Families BEEN e e Office | Administration el

Educator | Adv

9 Accessverification reports Fey
4 Q 't Student Management Setup

FA/FM/OR v | +Families - FA s @amily Access - FM Setup
. . . Families - FA Ll Pseudo Approval - PC Ln|
Families >> Family Access >> Online Reports - RE || || Famiy Access Users - us bs
I‘egiStration Login History - LH L
Online Forms - OF L
1) You should now see tioptions Reports - RE 4
available for Online Registration: ~ Duline Registration - OR setup
Approvals - AP L
1 Approvals(currently not used) Verification Status - VS €
Reports - RE Ln|

9 Verification Status
1 Reports

SFA.5.A- Checking Status of Verification

When a parent completes the process, they mark a completion box affirming that they have completed and

reviewed all steps.

1) Select the pathzamily tab >> Family Access >> Online Registration >> Verification Status.

2) ChooseFilter to select the year and filters you wish to apply.

77 LEWISVILLEH S (001) =
SKYWARD

= Student

Familios o0 Educator

AETd Office  Administration

Home + Students 5 g
Services = Service

4 Verification Status W&

Student Verification Status for: 2013-2014

Last Name & First Middle Verified Verified By

Access Plus

Account

Advanced Federal/State = Custom Q
Features Reporting Reports

v A [
L[ Click to set filter

Date Verified Time Verified

Apply Filter
Back

[T Hide Students that are Verified pending approval to changes
[C] Hide Students that are not Verified

Preferences

Ext | |?

indow E_j My Print Queue

m

Mark as
Verified

Mark as
Unverified

3) The browse screen will appear showing the verification stdteach student.

NOTE:A fAYeso

the entire set A ANooO

this screen.

t hey

have

i ndi makedeseryteuaed formhstely completed and submitted
means
never followed through and submitted the entire sein the last step

not

NOTE: You can change the number of students displaying using the selection in the bottom le|

star

ft of
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Enterprise lication
Ser'virtlzjes fofp‘{cpnu!

Parent - Student Online Registration

SFA.5.B- View the Complete®tep Details

1) Select the student amtick thearrow beside their name expand the record

2) Display the details. This will show the date and time completed for eaclOgtiépnal steps may show
as A S kwhiphpseactéptable.

3) The name and date of who confirmed the process complete will be shown.

<= |» Verification Status ¢ Indicates y A 2 @ 15ravortesv T]New wi

Student Verification Status for: 2012-2013 fw\t u

nt Queu:

Click to
setfilter
-. 1

Options

[Last Name &« ‘First hliddle 2 i | Time Verified | ‘

Mark as
& Unverified

Expand Student
Record 02/22/2013

Click to
mark
complete

Display Step Person wh

details ot ol completed
pats jLuns the action

Review Student/ Parent 1.X Handbook (Optional) 0212172013 915 PM

Review Student/Parent 1: X Required Training (Optional) 02/2122013 9:21 PM

Student / Parent 1:X Agreement Form 0212272013 11:06 &AM

Instructions for Making an Online Payment (Optional) 02/22/2013 11:06 &M

Create Apple ID (Optional) 0242212013 11:06 &M

Description

4) Office Staff can mark them completed (if for example they completed paper@Rntisey completed
formsunder the NSOEby choosing the student then selecting: Mark Verified.

Exporting the list

1. Click theExcel symbolo take the list to Excel.
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Enterprise Application  Verificati
. Parenti Verification Reports
Services for ou! P

SFA.6- Skyward Reports for Verification and Review of Changes

SFA.6.A- Request Changes Report
PURPOSE:To list changes made by parents to student information in Family Access

1) Click on theFamilies Tab >> Family Access >> Online Registration >> Repangion.
2) ChooseRequest Change Report
3) Select a previous template dick on Addto create a new template for that report.

Details: This option allows you to run a report showing a log of changes requested by your parents. You
can define the area for the changes, a date range to look at as well as the status of the changes .to report

Template Settings: Shown to the right

Sample Report:
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