
How to complete the online registration process in Skyward 

(Steps may be in a different order depending on your school)  

 

1. Login to Skyward Family Access.  You should see a screen similar to the following:  

 

2. Click on the “Online Registration for (student)” link or the “Online Registration” menu option.  This will open 

the registration process. 

a. There are multiple steps for online registration.  Read the information at the top to learn more about 

the step, enter/modify information, and then click the “Complete Step # and move to Step #” button. 

If you click the “Next Step” button, it will move forward but will not mark the step as completed. 

b. If you cannot finish in all the steps in one sitting, clicking on the “Close and Finish Later” button will save 

your work and allow you to continue later.   

 

  

If needed, click the plus to see menu options. 

Kindergarten students have 

one additional step included 

here, with 13 steps total. 



3.  The first step on the registration form is to Verify Student Information. This is where you can verify general 

information about your student, update contacts, etc.  

a. Not all information can be changed on-line and most changes require district verification before 

becoming final. Changes made but not verified will be marked as pending. You WILL be allowed to 

complete the registration process even if there are pending changes. If any information is incorrect and 

you cannot change it online, you must contact the school office. 

 

• Step 1a:  Verify General Student Information. Make any necessary changes and click the “Complete Step 1a and 

move to Step 1b” button to save your changes and proceed to the next step.   

 

• Step 1b: Verify Family Address. 

Make any necessary changes to 

the student’s address and click 

the “Complete Step 1b and 

move to Step 1c” button to 

save your changes and 

proceed.   

• Step 1c: Verify Family 

Information. Make any 

necessary changes to the family 

information and click the 

“Complete Step 1c and move to 

Step 1d” button to save your 

changes and proceed.   

• Step 1d: Verify Emergency 

Information. Make any 

necessary changes to the 

emergency information and click the “Complete Step 1d and move to Step 1e” button to save your changes and 

proceed.   

• Step 1e: Verify Emergency Contacts.  

o Emergency contacts should be someone OTHER than the student’s parents/guardians.  

o You are allowed up to three emergency contacts. All emergency contacts will be listed.  

o You can delete contacts, add new contacts, modify phone numbers of contacts, add comments to 

contacts and change the order of contacts (the district will always start with the first contact listed).  

o Click the “Complete Step 1e and move to Step 1f” button to save your changes and proceed.   

• Step 1f: Verify Health Information. Make any necessary changes to the Health Information screen and click the 

“Complete Step 1f and move to Step 2” button.  

 

4. Step 2 is to Verify Ethnicity/Race. After reading the memo click on the “continue” button.  Answer the 2 

questions located on the next screen.  1.  Is your child Hispanic/Latino? 2.  Verify your students race by clicking 

one or more check boxes.   Once finished click “Complete Step 2 and move to Step 3”.  

 

5. Step 3 is Relocation. Check the box if you are enrolling with Charleston School District because you have been 

displaced form your home because of a natural disaster in any state.  Then click the “Complete Step 2 and move 

to Step 3” button.  

 

 



6. Step 4 is HIPAA. You can enter or modify the names of any health providers.  Type the guardian’s name and then 

check the box to either authorize or not authorize to release health information to the school for the student. 

Then click the “Complete Step 4 and move to Step 5” button. 

 

7. Step 5 is Photo Release.  Read the information carefully.  If desired, click the “I grant consent” box.  Then click 

the “Complete Step 5 and move to Step 6” button.  

 

8. Step 6 is Device Rental Agreement. Read the information regarding Access to Technology “At School Network 

Access”.  You can click the link to read the full details of the Acceptable Use Procedures for Information and 

Communication Technologies.  Under “At Home Network Access”, please select your level of home internet 

access.  The “Device Access at School” section explains that each student is issued a laptop for educational 

purposes and lists the replacement costs.  Please choose when/if you give the student permission to use the 

device.  Enter today’s date.  Then click the “Complete Step 6 and move to Step 7” button. 

 

9. Step 7 is Required Notices. Click the link to read the required notices, which is a summary of rules and Board 

policies governing the district.  Check the box to acknowledge that the information entered during this online 

registration process is correct as of this date and that you have access to required notices.  Then click the 

“Complete Step 7 and move to Step 8” button.  

 

10. Step 8 is Bus Form. There are 5 parts, and all but the last one are required. 

a. In Part 1, choose “Yes” or “No” to indicate whether or not bus service is needed.  

b. In Part 2, choose an option for Morning Pick Up Location, or choose “Not Applicable”.  Only enter a pick 

up address if it is DIFFERENT from the student’s home address. 

c. In Part 3, choose an option for Afternoon Drop Off Location, or choose “Not Applicable”.  Only enter a 

drop off location if it is DIFFERENT from the student’s home address. 

d. In Part 4, “Yes” or “No” to indicate whether a child will be met by a guardian at the bus stop. 

e. In Part 5, list any special instructions for the bus garage. 

f. Click the “Complete Step 8 and move to Step 9” button. 

 

  



11. Step 9 is Add a Food Service Application.   

a. If you would like to fill out an application to apply for free/reduced lunch click the link to “Add a Food 

Service Application” button.   

b. If you do not wish to apply for free/reduced lunch, check the box stating “I do not qualify for benefits or 

do not wish to complete an application”.  Then click the “Complete Step 9 and move to Step 10” button.  

 

12. Step 10 is Review Fees.  Click the “Review Fees” link to see a list of the fees/charges.  Then click the “Complete 

Step 10 and move to Step 11” button. 

 

13. Step 11 is Online Payment. In this step you have the OPTION to pay your registration fees online using e-Funds 

for Schools.  You can also choose to pay by any school office.  Cash and checks are accepted.  Credit cards can 

also be used and will incur an additional convenience fee. 

a.  If you will be paying by cash/check, just click on Step 12 at the bottom of the list. 

b. If you wish to pay online, click on the link for “Online Payment” and you will be directed to the e-Funds 

for Schools website.  If you have an account with them already you can continue to pay your fees.  If you 

do not have an account with e-funds you can register as a new user.  

i. Once you have finished with e-funds close the window and go back to your Skyward registration 

page.  Then click the “Complete Step 11 and move to Step 12” button. 

 

  



14. Step 12 is Complete Online Registration. Review the online registration steps, noting the date and time each 

was completed.  If you need to correct anything, you can either click the link for that step on the right, or click 

the Previous Step button. After verifying all steps have been completed (with the possible exception of #11 for 

online payment), click the “Submit Online Registration” button. 

 

15. After you submit, you should see a screen similar to the one shown below. 

 

16. Check your e-mail that you use for Skyward Family Access. You should have received an e-mail confirming that 

registration is complete.   

 

17. If at any point you need to edit the registration information, simply log in to Skyward Family Access and click on 

the “Online Registration” tab on the on the top-left side of the screen and you will be able to click “Mark Online 

Registration as not completed and make changes.” 

Thank you for participating in this process. We appreciate your continued support! 


