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Reviewing and Accepting Change Requests from Family 
Access/Online Registration 
 

 In Student Management, if there are changes requested you will see  on the tool bar. 
 

 
 

Click the   
 

 
 
Click on “FAMILY ACCESS CHANGE REQUESTS”  here 

or Go to Families/Family Access/Online Registration/Approvals-AP 
 

 
 
 

 
 

Click the Filter Options Button   
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To view the requests that are “awaiting approval” uncheck the box, “Hide Requests Awaiting 
Approval” AND check the box for “Hide Requests that are Complete” as shown here. 
   

 Click Apply Filter 
 
You will see the list of requested changes.    
 
NOTE:   If you did not “filter” your selection, you will see all the changes Complete and Waiting 
Approval (depending on the “number of records:” you choose to display).   
 
In the future if you need to review completed changes, just reset the filter option and uncheck 
“Hide Change Requests that are Complete.”  
 

 
 

To review and approve the requested change, click the  node next to the request to expand the 
record. 
 

 
 
You will then either Approve or Deny the request by clicking on the appropriate link.  If you 
approve the request the change will be made in the student’s record in Skyward.  If you deny the 
request, you will be prompted to put in a message back to the parent which will be posted on the 
change screen in Family Access.  
 

 
 
Type in your message and click the SAVE button. 
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WARNING CONCERNING EMERGENCY CONTACTS CHANGE REQUESTS 
 
If you see more than one request from the parent concerning the Emergency Contacts, review each 
one before you approve them..  Try to accept the changes in the order described below. 
 
Issue:  Many times the parents will request to “re-order” the emergency contacts which must be 
approved.   Then they will request to delete an emergency contact which also must be approved.  If 
you approve the deletion before the re-order, you will get an invalid request in the “re-order” 
request. 
 
Example:  
Johnny has 3 emergency contacts 

1. Mr Smith 
2. Mrs Jones 
3. Grandma 

 
Parent requested to change the order of the contacts as follows: 
 
1. Mr Smith 
2. Grandma 
3. Mrs Jones 

 
Then the parent requests to delete Mrs Jones as an emergency contact. 

 
If you approve to delete Mrs Jones first, you will get an “invalid request” message when you try to 
approve the “change of order” because Mrs Jones is no longer an emergency contact. 
 
First, accept the change to Re-Order the contacts and then accept change to Delete a contact. 
 
If you fail to do so, just click on the words, ‘Invalid Request” and resolve it or call us. 


