
SKYWARD MESSAGE CENTER 
Follow the steps below to easily send email messages to Parents! 
 
 
Login into Skyward   
 
1. Click Student Management  
2. Click Advanced Features  
3. Click Message Center  

   
 
 
 
 
 
 

 
 

 
4. Click on Add 
5.  Fill in the appropriate information  
   ****See information details on the right. 

 

Important Information  
 

-Message Summary = Subject of the Email/Message 

-Message Detail = Body of the Email/Message 
        PLEASE include a signature in the body of the message to know who the 
        email is coming from. 

-Priority = Normal or High 

 

FAMILY ACCESS 
-Post to Family Access = the message will be posted on Family Access for 
parents to see when logging into the system. 

-Post to Student Access = the message will be posted on Family Access for 
students to see when logging into the system. 

***NOTE:  If you choose to Post to Family Access, click on the box and 
indicate the Post Date and the Expiration Date 

 

EMAIL 
-Send as Email on = If you only wish to send an email indicate the date and  
          time you want the email to be sent. 
- From = If you wish to receive all of the replies, type in your email address 
under the “from” box, otherwise type the district’s skyward address: 
skyward@pearlandisd.org (replies are not monitored). 

***NOTE:  If you want to receive a copy of email choose Email to 
Additional Recipients and add your name.   

-Email to Students, Email to Guardians = Select if the email is going to 
Parents only or check both if you want students that have an email address in 
the system to receive the email as well. 
 
***NOTE: Leave Guardians checkboxes blank if you want to send to ALL 
guardians 
 
"Primary Guardians Only" - This option will only send the email to the 
Head of Household for the first family. 
 
"First Family Only" - This is a continuation of the previous option, which 
will send the message to remaining members of the first family. 
 
"Heads of Household Only" - This option is more typical when there is a 
separated family. The message will go to the primary guardian for each 
of the families the student has in the profile. 
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IMPORTANT:   
Make sure that the box under Status: “Send to Only Active Students for the Current School 

Year” is checked.  At this time the 504 and Gifted and Talented option does not work. 

6. Click on SAVE 
This will immediately send 
the email unless the date 

has been changed. 
 

NOTE:  If you need to 
email a certain group of 
students or a specific 
class or classes, a 
processing list will need to 
be created prior setting up 
your message.  Please 
contact the student data 
team in the Technology 
Department for further 
assistance. 
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https://skyward.pearlandisd.org/scripts/wsisa.dll/WService=wsEAplus/seplog01.w

