How to send a message in Qmlativ/Skyward:

1. Click on green button that has 3 bars on it
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2. Go down menu to Message Center
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3. Click on Teacher Access Message Center in gray box to the right of the list
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4. Click on Add Message (right side of screen)
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5. Choose your Recipients.

*Recipients ~




6. If you wish to send the message to both students and guardians, you can cc the other group

*Recipients | Students A

ection Filters (modified)

Send CCto | | activity Personnel
() advisor
() counselor
() current Teachers
(] Discipline Officer
(J Future Teachers

Guardians

7. To choose the class or classes you want to send to, click the Student Section Filters field

\ *Recipients | Students
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8. Click the magnifying glass in the Section field to bring up your list of classes.

Subject | Show all values (9} |
Curriculum | Show all values Q
Section |Show all values Q

9. After choosing the classes, scroll down to the bottom to type your message, making sure to have a Subject

*Subject | |
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10. When you are done with your message, scroll back to the top and click Save Draft at the top of the window.

11. Messenger should have taken you to the window that shows messages you have saved

TEACHER ACCESS MESSAGE CENTER

MM/DD/YYYY Q@ View: Skyward Default ¥ Filter: All Messages 37 Quick Filter
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Sent Status Subject Message Type
e v Draft Welcome to Calculus Teacher

O v Scheduled  Welcome to Integrated Math 2 Teacher



12. Click on the blue circle with the white arrow next to the message you want to send.
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Draft Welcome to Calculus

0 v Scheduled  Welcome to Integrated Math 2

13. Click on Review and Send Message at the top right of the screen.

P4 Review and Send Message€ Clone Message ﬁ Delete Mess

14. Click Schedule Send on the top left of the window.

Preview Messages
Schedule Sen B4 send

MESSAGE COUNTS

15. Choose your date and time to send the message, then click Save and it will go out at the time you chose.

H Save ® Cancel

MESSAGE MASTER DETAILS

*Send Date | 09/02/2025 Tuesday

“Send Time | 12:50 PM
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Easy peasy, only a 15-step process!



