
How to use Message Center through Skyward 

Select My Gradebook 

 
 

 
Select the Gradebook you want to send a message to 
 

 
  



Under Other Access, select Message Center 
 

 
 
Select Add Message for Multiple Classes if you want to send to more than one 
class or Select Add Message for Current Class if you want to send to class that 
was selected in the Gradebook 
 

 
  



Add the Summary of the Message and the Detail that will be delivered. 
 
You can choose to add it to the parents/students Skyward Access along with 
Email. Whichever option you would like, you much check the boxes to proceed 
(Orange Arrow) 
 
Also, on the bottom of the page, you can select to post to all students or specific 
ones. (Scroll to bottom of your Skyward page for student list) 
 
Please not, if you choose [ ] Allow parents/students to respond, they can 
respond to your email. Additional information on how to check will be included. 
(Green Arrow) 
 

 
 
Once you have setup your message, select Save for it to be delivered. 



The massage on email/Skyward will look as follows: 
 
Email 
 

 
 
Skyward 
 

 
  



Checking Messages  
 
*If the parents responds through email, it will go to your district email 
 
*If the parent responds through Skyward, here are the steps to check it 
 
“Parent response” 

 
 
“What teacher will see after response” 
 
Upper Toolbar of Skyward home screen 
 
Click Yellow Ball with Exclamation point (Orange Arrow) 
 

 
 
  



Click on Unread Message 
 

 
 
Select Arrows in upper left for more detail in each section (Green Arrow) 
 

 
 
  



You can choose to Mark as Read (which will remove the arrow) or Respond to 
message.  
 
Responding to message 
 
Type in detail and select Save 
 

 


