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IMPORTANT:

Once you login to Skyward Parent Access & BEFORE scheduling 

appointments, PLEASE verify the email address we have on file for you. 

IN THE UPPER RIGHT CORNER OF THE SCREEN, click on ‘My Account.’  

Log in to Skyward Family Access and 

click on Conferences. 

STEP 

2 

For families with more than one student,  
proceed with Steps 3-4.  

Step 6 will show you how to schedule other students.

This will open the ‘Account 

Settings’ screen. 

Verify your Email Address. 

If it is incorrect – simply enter 

the new address in the 

‘Email’ box and click ‘Save.’   

Now Proceed to Scheduling. 

Parent Name 

STEP 

1 

Student 1 
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STEP 

3 

Click on ‘Select a Time’ to show the open time slots available for a teacher.    
You will do this for each teacher you want to schedule an appointment with. 

STEP 

4 

To see a list of all 

available teachers and 

their open appointment 

times,  

Click on All Conferences.  

If a teacher is NOT listed, 

then they will not be in 

attendance for 

Parent/Teacher 

Conferences. 

Student 1 

Student 2 

Student 1

Student 2 

If you have more than one student, 
all students will show up on this page.
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IMPORTANT 

A new screen appears listing all of the available t ime slots for that teacher. 
Please note the appointment times are in 15 minute increments. 

All conferences will be held via the teacher's Webex link in your 
student's Canvas account.

STEP 

5 

When you have selected 

your time, a confirmation 

screen appears. 

If this is the correct time, 

click the Save button to 

schedule your conference. 

If this is not the correct 

time, click on the Back 

button to choose another 

time.  

If you try to schedule a time that you have already booked, you will get this message.  
If you click YES, it WILL double book your times. Make sure you click Back. 

Click ‘Select’ to  
schedule a time. 

Student 1 

Parents Email Address 

 

NOTE: Once you have Saved your scheduled time, you will receive a confirmation 

 email. This is the email address you just verified in the first step. 

Student 1 
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STEP  

7 

A Print Options screen 

appears.  Mark the By Date 

option and then click the 

Print button. 

 

STEP  

6 

Click on View Scheduled Times for the student you just made appointments for so 

you can easily see what time slots you have already booked. 

 

Click on All 

Conferences for the 

next student you need 

to schedule conference 

appointments. 

Follow steps 3, 4 and 5 

to schedule 

appointments for 

Student 2. 

Student 1 

Student 2 

Student 1 

 

To print a copy of your conference schedule, click on Print All Scheduled Conferences. 
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Example of a Conference Schedule 

To  

Delete a Conference Appointment 

  

  

  

   

   

You will see the following 
confirmation screen.   

Click on the ‘Save’ button 
to delete the appointment. 

Student 1 

Parents Email 

Click on ‘Unschedule’ 

next to the 

appointment you 

want to delete. 

NOTE:  

If you want to 

CHANGE an 

appointment time, 

you are not able to 

view available time 

slots for a  

teacher until you 

have unscheduled 

your appointment. 

STEP 

8 

Click on View Scheduled Times. 

Student 1 

Student 1 

Student 1 

Student 2 




