
 

 

 

Although Skyward offers many report templates already built into the system, you are not able to edit 
these reports.  You may however CLONE a report, rename it, and then save it as your own.  Once 
saved as your own you are able to modify parameters of that report.   
 

1) Select a Report under the Reports tab. 
2) From the Report Template list, highlight the report that is closest to what you need and 

select Clone Template.  (Skyward reports will show a Sequence number in the 900’s.)   
3) Name your new template and SAVE.  After saving the new report will appear in the 

template list. 
4) Highlight the new report and select Modify Parameters.   
5) You may now adjust the parameters to meet your needs.  Make sure to Save. 
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