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How to Unlock a Skyward Account

If you receive a call from an employee stating that they are ‘locked out’ of Skyward, follow these steps
to unlock their account.

1. Go to this path: PS\CA\SE\US\EM
(You may have a ‘favorite’ set on your Skyward Main screen. See example below.)
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You should see the screen shown below.
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2. Inthe LOOKUP box, type in the last name of the person and press the ENTER key. This will
reposition your search to that area. Note: sometimes you may need to scroll forwards or
backwards to locate the person by last name, first name.

3. When the user is displayed, you will see that their account is locked by noting the highlighted
text in the Account Lock column. See example below. Select the user by clicking once on the
line of their name and click the UNLOCK ACCOUNT button on the right side.

At this time the account will be unlocked.
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4. Once you are finished, click your HOME button (top left corner) and the system will return you
to your main Skyward screen.
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