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Online Registration 
 

Objective 
 
Online Registration is a process available for guardians to log into our Family Access portal and 

verify that their child(ren) will be attending your District for the upcoming or current school year, 

depending on how you have it set up. The purpose of this document is to help guide you to through 

our Best Practices to ensure a smooth registration process.   

 

Mass Add Students to their Next Year Entity prior to opening enrollment 

for Next Year 
 
Online Registration is an Entity specific option and therefore you will want to make sure that the 

students have a future entry record into the entity they will be enrolled into next year. This ensures 

that the parent will be filling out information that pertains to the student’s next year entity vs 

current year one, such as Custom Form information. 

 

The Mass Add Students to an Entity Utility is a ‘push’ process so you will run it from the entity the 

students are currently at and ‘push’ them to their Next Year Entity. This can be found under 

Students > Student Setup > Utilities.  

 

While in the utility, it’s important that you check the box to flag their Next Year Status at the 

Current Entity as Inactive as they will not be Active in their current entity next year. 

 

 
 

  



SKYWARD DOCUMENTATION – BEST PRACTICES – ONLINE REGISTRATION  

 

Clone your Custom Forms 
 
There may be some forms that you will want parents to fill out each year. If that’s the case, you’ll 

want to clone your Custom Forms from the current, to the next school year so you can attach the 

correct one in your Online Registration setup. 

1. Highlight the form that you want to clone from. 

2. Click Clone. 

3. Name your new form and screen. 
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To save time, clone your Online Registration process from Year to Year 
(OR Entity to Entity) 

 
You can clone your Online Registration process from year to year or Entity to Entity by navigating 

to Families > Family Access Setup > Utilities > Clone Entity Configurations. 

 

 
 

If this process did not work, it’s likely because you don’t have your next year school year created 

yet. To do this, navigate to Office > Future Scheduling Setup > Utilities > Clone Entity Year and 

Term Definitions (you can also clone your Calendar and Course Master at this time as well if you 

wish). 
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Make sure you don’t have Online Registration open for Inactive Students 
 
It’s Skyward Best Practice to not show Online Registration for Inactive Students. If you do not 

check this box, parents could potentially verify information for the Entity where the student is 

currently at, instead of at the one they will be at next year. 

Note – It’s also helpful to Rename Online Registration to something more intuitive! 

 

 
 

Also, make sure that you attach your correct Custom Forms. 
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Other information: 
 
• Changes to the steps within Online Registration is not recommended after parents start 

completing Online Registration. If you add any steps after parents have already completed it, it 

will remain complete, but it will look like they haven’t completed all steps. 

• If you need a Custom Form filled out, but Online Registration has already been completed, 

please utilize our Online Forms area instead.  

• If you accidentally added a step in your Online Registration setup, remove it by clicking “—

Select a Step—”. 

• If you send an email confirmation to guardians in the Primary Family when Online Registration 

is submitted, it’s very helpful to put which school they registered at in the body of the email.  

Not only is this helpful for troubleshooting purposes, but it’s also helpful to the parent to 

confirm what entity they registered their child(ren) at. 

 

 


