
School District of Elmbrook 
INSTRUCTIONS: Measles Proof of Immunity Task Process 

 
Prior to starting this process be sure to save your proof of immunity document to your computer file by scanning 
paper or saving from an online source.  Note the file name and locations you selected for this file document as you 
will need to access and upload within the instructions below. 
 
 

1. At 
elmbrookschools.org 
Sign in to    
myElmbrook and 
choose the Skyward 
login tile and 
complete your Login 
ID and Password 

 

2. Click on “Employee 
Access 

 
 

3. Under “Task 
Processes,” select 
“Measles Proof of 

Immunity” (*If you 

do not have the 
“Task Processes” 
box see below.) 

 

 

4. Click on the “Open” 
button to access the 
form for completion 

 
 

5. Input responses to 
data requested 
Note, date received 
vaccine or positive 
titer results  

 Indicate date you received the MMR (Measles/Mump/Rubella) vaccine or positive titer results 

 If you had the measles illness, rendering you immune, indicate the date of illness 

 Select “YES” if you were born before OR “NO” if you were born after January 1, 1957.  (Those 
born before this date are considered immune due to prior exposure and illness.) 

 Select the “Type of documentation” that you will attach: 
o Immunization Registry: Wisconsin Immunization Registry 
o Serologic Testing Record: Positive Titer Result 

 Indicate “YES” or “NO” if you have a medical exemption or choose to waive vaccines. 
6. Click on “Save” 

following completion 
of the form 

 
 

7. Click on “3. 
Attachments” 

 
 

elmbrookschools.org
https://www.dhfswir.org/PR/clientSearch.do?language=en


8. Click on “Add” 

 
 

9. Click on “Choose 
File” 

 

10. Attach Proof of 
Measles Immunity 
Document 

From your computer locate the file where you saved the document.  Double click on it to load 
into Skyward.  You will see the name of file next to the “Choose File” button. 

 
 

11.  Add a “Description” 
and then Click 
“Save” button 

 
 

12. Go Back to “1. 
General” by clicking 
here. 

 
 

13. Click on 
“Complete?” check 
box 

 
 



14. Click on “4. Choose 
Next Task” 

 
 

15. Click on “Submit to 
HR for Review” 
button to finalize the 
process. 

 
16. Watch Email for 

follow-up 
confirmation which 
will be sent as your 
submission is 
reviewed and 
approved. (Approx.  
1-2 weeks)  

 

  

* To Add “Task 

Processes” to your 
employee access 
screen 

 

1.  Click on “Select 
Widgets” under 
Skyward User. 

 
2. The Dashboard 

Maintenance 
screen will open.  
Click the 
checkbox for 
“Task 
Processes” and 
then click 
“Save.” 

 
3. You should see 

the “Task 
Processes” box 
appear on your 
main screen 
allowing you to 
select “Measles 
Proof of 
Immunity” task. 
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