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SFA - Skyward Family Access and Online Forms - General Information  

Accounts and Online Forms  

¶ Any family member in any family for a student can have their own account. There is no sharing of 

accounts required. 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.  

¶ Those in Family 2 or beyond with accounts cannot see demographic information about the 

members of another family, nor can they fill out Online Forms.  

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

¶ There is a ñforgot password/ usernameò link which will email a password reset link to allow the 
account holder to reset their own password.  

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

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

accounts. This must be corrected by the campuses working together.  

¶ Students use their network username and password to access the system.  

Campus Responsibilities  

¶ Provide the initial login information to any family member. You can send out letters with account 

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

¶ Turn on 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)  

¶ Change password if requested. This should only happen if the link provided on the login page will 

not work for them.  

¶ 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.  

Technology Responsibilities (Family Access Specialist and Zone Support Staff)  

¶ Provide technical support for Family Members using the Family Access Helpdesk.  

¶ Provide documentation for all users and training for staff members.  

¶ Provide technical support for staff 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.  

Campus staff who can help manage the access  

The following general groups 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 Access Accounts 

What:  How do I 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. Any LISD staff 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 LISD employees. 

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 family access accounts, you may be asked to  

¶ Change username or password of parent/guardian, 

¶ Change other data in the parent/guardian account, 

¶ Work with the online forms for existing students, 

¶ Manage the online registration/online forms process, and 

¶ Run reports for verification and review of data. 

Each topic will be discussed individually. 
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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 you are asked to change the password 

1) Select the family member from the list of Guardians and click the Edit button on the right.  

2) Password reset - enter a minimum of 5 character password for them, or 

3) Generate a random password for them if requested.  If they have set their own password, you must 

click the ñSet Passwordò button to have access to generate a random password. 

a) Be sure to check the ñForce password change at next loginò, and to 

b) Select the option to Allow Family Access is selected or they cannot login. 

4) Email address ï you can enter for them or they can do so when they login. 

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

6) Select Save. 

NOTE: You can use the Save and Email Account Reset Link to send an email to the address in 

the home email. The email will contain instructions in English and Spanish for requesting a 

username and password reset option to be sent. It does not send their username and password!
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SFA.2 - Managing Parent Requests for Changes in Data 

What:  How do I 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 each field: 

¶ They can have a field completely hidden from them 

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

¶ They can change the field and have that approved by office staff. (this is known as Pseudo 

Changes) Until office staff approves the change, it does not change. 

They can directly change a field and have it ñAuto Approveò.  Currently that is what all fields are set 

for. The following instructions allow you to see the changes they made. 

FA/FM/PC 

Families >> Family Access >> Pseudo Approval 

The following instructions relate to viewing changes to the fields made by Parents.  

1) A list of changes will be shown BY STUDENT.  

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 Approval (currently not being used for any field), or 

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.  
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4) If the change requires approval, it will show Waiting Approval. Once you open the details, you can 

approve them line by line or mass approve all changes. 

5) NOTE: If you deny the request, you should put in a reason. This will display for the parent next time 

they login to their account. 
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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 requires a student 

to be enrolled and is only available at certain times of the year. 

An example screen from Family Access is shown for Online Forms: 
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SFA.4 - Custom Forms 

Skyward allows you to create custom forms which can be filled out by staff or in the Family Access. The 

screen shown on the previous page displays the Family Access process in which each step may represent 

a custom form. You can access and edit custom forms for students on behalf of the parent.  

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: You must also have separate permissions to the form to access it. 

Custom Forms Area ï all students/one form 

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

ST/CF 

Students >> Students >> Custom Forms. 

1) On the browse screen, click the arrow for the Views: field and select the form you wish to see. The 

content of the form will display as columns. 

2) Choose or create any filter you wish to use. 

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. 

Click to expand 

student record 

Click to expand 

selected record details 
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Student Profile ï one student/all forms 

This method will allow you to view one student and all forms. 

ST/TB/CF 

Students >> Students >> Student Profile >> Custom Forms tab. 

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

2) Select the form to be viewed.  If the form exists for the student, the data will be visible. 

NOTE: There can be multiple forms based on creation date if the form allows for that 

3) If the form does not exist and is needed, click Add.   

4) You can add the required data, and from there you can then edit, print and in some cases Delete an 

instance of a form. 

Existing data for 

student in this program 

Select option to add, 

edit, print or delete. 

Select option to add, 

edit, print or delete. 
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SFA.4.B - Printing a Form 

1) To print, select Edit and Save and Print. You can also choose to print for multiple students as 

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 be included.  

4) Select your Printing Range 

5) Click Save and Print. 

SFA.4.C ï 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 to update 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, Principals, Assistant 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 field- keep any paper form 

for tracking purposes) 
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SFA.4.D ï BTS Volunteer Form 

This form was added in the 2015-2016 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 is "BTS- Volunteer" and is available to be viewed by most office staff. 

2) There is a Data Mining Report (000 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 can be transcribed 

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 click Edit to open the actual form for viewing as the parent sees it. 

2) To print the individual student from this form select: Save and Print. 

3) To see the History of changes to the form, select: History. 

Printing the Form 

1) Print individual forms using the method above 

2) To print the entire set of for your campus, go to 

Student tab >> Students >> Reports >> Custom Forms report. 

3) Create a template (suggested name: Volunteer Form) 

4) Select: BTS- volunteer Form and choose Add. 

5) Set your desired range and select: Save and Print. 

Data Mining Report 

Note:  This report shows 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 as they 

appear on the form. All students are listed in this report including those who have 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 sure the report is highlighted and select: Excel 

7) Find the report in your Print Queue, open in Excel and use filtering to view the information you need. 
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SFA.4.E ï Viewing Publication Permission Form  

A custom report that provides the parent choices for media and district publication permissions.  Office 

staff can also run a Data Mining Report to list all the permissions and their current settings in the student 

record. 

Teachers 

NOTE:  Custom Forms can only be accessed by individual student. No spreadsheet reports are 

available within the gradebook for these permissions for the students. 

1) Open your gradebook and click the icon next to an individual student's name. 

2) Click Custom Forms from the left menu. 

3) Choose: EA + Publication Permissions Summary in the View Selection Menu at the top of the page.  

4) The selections should be visible beside the name of the student. 

 

5) Click the Back button to return to the profile screen and choose the next student in this class using the 

drop down selection directly above the student photo to view. 

6) To Print the selected student or all student forms, follow the steps as shown below: 
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Office Staff 

NOTE: The following Data Mining report displays the current setting for the permission listed. 

¶ This Data Mining report will show the setting last made by the parent either from last yearôs form or if 

they have completed the forms for this year, the setting would either be changed or agreed to. 

¶ 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 form: 000 BTS / Military/ Media/ AUP 

3) Click Excel on the right and it will download in your print queue. 

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

NOTE: If you clone the report, change the name of the report to add your campus ID in place of the 

"000"! 
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SFA.5 - Managing Online Registration / Online Forms Process  

Online Registration can be used to complete the following: 

¶ View changes made or awaiting approval  

¶ Verify completion of the forms 

¶ Access verification reports 

FA/FM/OR 

Families >> Family Access >> Online 

registration 

1) You should now see the 3 options 

available for Online Registration: 

¶ Approvals (currently not used) 

¶ Verification Status 

¶ 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 path: Family tab >> Family Access >> Online Registration >> Verification Status. 

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

 

3) The browse screen will appear showing the verification status of each student. 

NOTE:  A ñYesò indicates that they marked every required form/ step completed and submitted 

the entire set. A ñNoò means they have not started or that they completed some or all forms, but 

never followed through and submitted the entire set in the last step 

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

this screen. 

Click to set filter 
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SFA.5.B - View the Completed Step Details 

1) Select the student and click the arrow beside their name to expand the record. 

2) Display the details. This will show the date and time completed for each step. Optional steps may show 

as ñSkippedò which is acceptable. 

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

4) Office Staff can mark them completed (if for example they completed paper forms OR they completed 

forms under the NSOE) by choosing the student then selecting: Mark Verified. 

Exporting the list 

1. Click the Excel symbol to take the list to Excel. 

Indicates 

verification status

Display Step 

details 

Expand Student 

Record 

Click to 

set filter 

Send to 

Excel 

Person who 

completed 

the action 

Click to 

mark 

complete 
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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 the Families Tab >> Family Access >> Online Registration >> Reports option. 

2) Choose: Request Change Report. 

3) Select a previous template or click on Add to 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 on. 

Template Settings:  Shown to the right 

 

 

 

 

 

 

 

Sample Report: 


















































































