D301 Parent Guide to Online Registration

This guide was developed to walk guardians step-by-step through online registration. If you have any
guestions that are not addressed here, please contact your school office.

To access online registration, go to the
district website (www.burlington.k12.il.us)
and click on Parent Portal (Skyward) in the
top black bar to go to Skyward.
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Enter your Login ID and Password in the appropriate fields. If you do not
know your Login ID or Password, please contact your school office. Click

Sign In.

If desired, you may write your Login ID and Password here for future

reference:

My Login ID:

b vawwburlington k12.1lus Q

Parent Portal (Skyward) _ Lunchinfo  Businfo  Canvas alendars  Academic Bus Signup

g )
N i
-
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My Password:

Once logged into Skyward, you should see
online registration information in the center of
the screen. Please note, online registration
opens on March 15, 2016 for students
entering grades Pre-K through 8. Online
registration for students entering grades 9
through 12 will open on May 2, 2016.

If you are completing online registration prior
to our “roll-over” in late July, your student’s
2015-2016 grade and school will be reflected
throughout the 2016-2017 online registration.
This information will be automatically changed
during our roll-over process.
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If you have multiple students in the district, you will see online registration for each student. Click on Go
to Online Registration for the student you would like to register first.

Once in the Online Registration page, please note any District Messages that may be posted.

Click on Student Information on the right-hand side.
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Complete Step 12 and move to Step 1|

(*) Indicates a required field,

If you make a change in error, click Undo in the top right corner. Once all information has been verified,
click Complete Step 1a and move to Step 1b. A check mark will appear next to step 1a to indicate it has
been completed.
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If the health office has record of any critical
health information for your student, it will be
listed on this screen. Guardians may not make
changes to this section; however, it is
important that the information be reviewed for
accuracy. If any of this information is not
correct, or if you have additional information
that should be entered, please contact your
school health office as soon as possible.

After reviewing any Critical Alert Information,
click Complete Step 1d and move to Step 1e.
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§_Make a Fee Payment

6. Complete Online Registration
(Previous Siep )

[ teasen |

[ Close 2na Fish Later |

It is requested that each student have at least
2 emergency contacts in addition to his/her
guardians. You should see guardians listed as
emergency contacts on this page. To add a
new emergency contact, click Add Emergency
Contact.

The Add Emergency Contact window will
appear. Please enter as much information as
possible, including phone numbers and the
relationship to the student. If you want to
authorize the emergency contact to pick up
your student from school, select Yes from the
Pick Up drop-down box. Click Save to add the
emergency contact. Click the X in the top right
corner to cancel. Repeat for additional
emergency contacts. Each student may have
up to 5 emergency contacts.

If you need to delete an emergency contact,
click on Delete this Emergency Contact above
the contact’s phone numbers.

Once all information has been updated and
verified, click Complete Step 1e and move to
Step 2.
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This step is for informational purposes only
and explains the health requirements for
students in District 301. To view the entire
page, click View Full Screen. You may also visit
the district website to view this information
and download health forms. If you have any
guestions regarding health requirements,
please contact your school health office.

After reviewing the health requirements, click
Complete Step 2 and move to Step 3.
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The state of Illinois requires school districts to
ask about active duty military status for
students’ guardians.

The student’s information will be filled for you.

Indicate whether the student has a guardian
who is a member of the military. If you
selected No, click Complete Step 3 and move
to Step 4.

If you selected Yes, please indicate the name
of the guardian who is a member of the
military. If the guardian is expected to be
deployed during the 2016-2017 school year,
please indicate the expected dates of
deployment. Click Complete Step 3 and move
to Step 4.
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All students who reside outside of walking
boundaries (1.5 miles from school) are
assigned a District 301 bus from/to their home
location. This section only needs to be
completed if your student is eligible for a bus
but either: A - will not take the bus, or B - will
take a bus from/to an alternate location.

If your student resides within walking
boundaries, click Complete Step 4 and move to
Step 5.

If your student is eligible for a District 301 bus
and will take the bus both to and from school
from/to your home location, click Complete
Step 4 and move to Step 5. Your student will
be assigned to a bus.
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Soindas using their home location to designate the bus assignment.
Gradebook Please complete this form if you require busing to/from an alternate location within your attending school's
transportation. Students are allowed only one inbound bus and only one outbound bus. (Accommodations (
Attendance days.) Please allow up to 48 hours to process any changes o your student's transportation. To verify the 1
Bus Information link located at www.burlington k12.iLus.
Student Infa SECTION 1: STUDENT INFORMATION
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If your student is eligible for District 301 bus transportation but will not take a bus (students will be
transported by car) or will require transportation to/from an alternate location within District 301
boundaries due to child care arrangements either in-bound, out-bound, or both, please select the
appropriate choice from the drop-down box for both Section 2 and Section 3. If your student has a child
care provider either before or after school, please complete Section 4. Click Complete Step 4 and move

to Step 5.

If you need to make a change to your transportation arrangements before August 22, 2016, please go
back into online registration to make changes there. (Directions are included at the end of this guide.) If
you need to make changes after August 22, 2016, please contact your school office for a Student

Transportation Information Form.

Click on Make a Fee Payment to pay your
student’s school fees. A separate screen will
open showing each student in the family and
the amount due for each student.

The balance due for each student is located in
red next to the Update Payment Amount
button. To make a payment, click Update
Payment Amount.
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Step 5. Make a Fee Payment (Required)

Arena
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My Account | ContsctUs | Exit

District Message

1. Verify Student Information
03

3. Student Information

"b. Family Address

Calendar c. Family Information
177 Online: Payment Entry - Single Point of Entry Interface - Enfity 130 0516020002 Gaogie Chrnrme MNRG_GN T e s
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Online Payment Entry - Single Point of Entry Interface
Online Payment Entry for User:

Cnline Payment Vendor:  Reverak v | (_Bay with Vendor
Twould like to make an online payment for: (Please click the pdate Payment Amount button to select an item to pay)

[ "3 Total Payment 0.00

Total Payment Amount for all Students: 0.00

Fee Management Payment:

Empty Cart

4 Back
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Required fees are listed at the top of the
screen. Registration fees are required for all
students. Technology fees are required for all
students grades K-12. Naviance fees are
required for all students in grades 8-12.

Optional fees are listed at the bottom of the
screen. Gym uniform fees are only required if
the student needs a new gym uniform. If you
do need any optional items, click the Add
button next to the items needed. Items added
will move to the top of the screen. Once you
have selected all optional items needed, click
the Pay Charge button next to each fee to be
paid. The amount of the fee will populate in

{1 Update Fee Management Payment Amount - Entity 310 - 05.16.02.00.02 - Google Chrome
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Update Fee Management Payment Amount o Back
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Fees due for student o @
DueDate & | Description amount Duff| Pay Charge Yoay Amount ki)
YT -
f 96/30/2816  Technology Fee 50.00

2 records displayed

Total Payment Amount for Selected Charges:

Fees that can be added to this student’s account [ Display Fees ]

Deseription a. Amount| Entty | SchiYr | Why would | add this fee?

[Generat:e ST | 1000 510 s |

‘General: PE SHORT 7.00 310 2016

PE Shorts

pStuld=3466&pEntities=310&

»

2 records displayed

the Pay Amount field. If you need to make a partial payment, you may enter a different amount. You
may log in to online registration at another time to make additional payments if needed following the

directions at the end of this guide.

The total amount you have selected to pay will populate in the Total Payment Amount for Selected
Charges field. If this is the correct amount, click Update Cart. You will return to the Online Payment
Entry Screen. Repeat this process for any additional students.

The amount you have Selected to pay Wi” now ,ﬁonhnewnyrmmf_nuy—anglehm}uff.nnry[mcrfa(:rLnﬂynnrms.muzmmrﬁ-@kcinnme—— T ()]
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be Shown |n the Total Payment Amountfor a” Online Payment Entry - Single Point of Entry Interface o Back
. . Online Payment Entry for User:
StUden ts * C I I Ck Pay WI th Ven dor. Online Payment Vendor: | Revtrak v Empty Cart
Twould like to make an online payment for: (Pleas: ick date Payment Amount button to select an item to pay)
You will get a pop-up box asking if you are
ready to submit the payment. Click Yes. 00 (Ui rematingt ] e tote. G 11000
Total Payment Ameunt for all Students:

You will be taken to RevTrak, an external site T onl D 35 We v~ onge o IS e R Tl

& https://cusd30Lrevtrak.net 9edf

used to process payments for District 301. The
fees you have selected to pay will be listed. If
you need to remove a fee, click the X next to
the fee. Click Go To Checkout.

Welcome to the Web Store!

Login
Browse Your Shopping Cart
All Products
Shopping Cart Thank you for shopping with us! Here are the items you have chosen for purchase. (Your shopping cart, Step 1)
e To continue sk click here: [Conti ing]
Services
ZVE‘: Slhare Home Items: Price Oty  Total Rempve
ontact Us i
s Skyward Family Access Elementary Registration Fee KShois6 445G m
My Actoumt skyward Family Access Technology Fee
Password Resat . ss000 1 ssoo0 @
Policies
Privacy Policy I

Iolol: $170.00
((EMPTY | (4= CONTINUE SHOPPING ( (GO TO CHECKOUT = \;

PCI Dsta Security Cestitied

RevTrak
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Enter your email address in the appropriate
field. Indicate whether you are a new customer
or if you are a returning customer. If you are a
returning customer, enter your password. If
you forgot your password, click Forgot your
password? Click here. (District employees do
not have access to RevTrak passwords.) Click
Continue.

Follow the prompts in RevTrak to process your
credit or debit card payment. RevTrak accepts
Discover, Visa, or Mastercard. After completing
the payment process you will be shown a

Welcome to the Web Store!

Login

Browse Your Shopping Cart
All products

Shapping Cart Web Store Customer

ST 1. Enter your email address.

Web Store Home 2. Select if you are a New or Returning Customer. (Returning customers must enter password.)
Contact Us 3. Click Sign in using our secure server.

FAQ 4. Follow prompts to complete billing and payment information.

My-Accotint 5. New customers will be prompted to create a password. This password is NOT issued by the
Easanant heset Central School District 301.

RitvacHEsliy Credit/Debit Cards I

Please use any credit or debit card that has a Discover, Visa or MasterCard logo.
For your protection, the Web Store does not retain credit card information.

@ Iam anew customer
(You'll ereate a password later)

PCI oata sccurty eried

Revak

Iam a returning customer
and my password is

[(CONTINUE )
Forgot your password? Click here.

receipt. You may save or print it for your records. Close the window by clicking on the X in the top right

corner.

You will be returned to online registration. Click
Complete Step 5 and move to Step 6. (If the
button does not allow you to click it, simply
click Make a Fee Payment, the click Back on the
next screen, and you should be able to click
Complete Step 5 and move to Step 6.)
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Online Registration
Home
_ | Julie (Country Trails Grade School 2016-2017)
District Messags

Step 5. Make a Fee Payment (Required)

1. Verity Student Information

Make a Fee Payment 93/102019 8:143m

Arena
Scheduling

Complete Step 5 Only a. Student Information

Ethnicily/Race b. Family Address

This page will show you each step and indicate
whether it has been completed. If you have not
completed a step, click the appropriate step
from the menu on the right-hand side to

e
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My Account | ContactUs | ReportHistory | Exit

Online Registration

Jill (Country Trails Grade School 2016-2017) Print
Step 6. Complete Online Registration (Required) District Message

By completing Online Registration, you are confitming that the Steps below have been finished
Are you sure you wantto complete Oniine Registiation for Ji?

1. verlty Student nformaton
( Compated 02072018 3:230m

Arena
Scheduling

Review Online Registration Steps a Stugentinformation

complete that step. If all steps are complete . e 5 T
‘ i
p p. p p ’ i auisten Changes existor ap R
Step 2) District 301 and IDPH Health Requirements
click Submit Online Registration
g . p— Stepa) ST ('e. Emergency Contacts.
Step 5} Make a Fee Payment D srich 1j[| and IDPH Health
Guardian Name: Michael ***Doe  Guardian Address: 1234 Imaginary StAPT 1 712018 2350m
0124
Schedule 3. Active Duty Military
e | Submit Online Registration | Sompieied 0310872018 8-14am
4,.8T
<7 Family Access - Google Chrome. T —— @ﬂu

You will get a message indicating online
registration was successfully completed. You
may return to online registration to make
changes or review entries at any time. To
register additional students, click on Online
Registration from the menu on the left-hand
side. Select a student to enter his/her online
registration. Repeat online registration steps
for each student.
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SKYWARD Jack M. *****Doe JR

Jack (Country Trails Grade School 2016-2017)

Cnline Registration was successiully completed and submitted o the districtfor Jack on Mon Mar 7, 2016 12:41pm by Michael *****Dioe.

Go back to review complet

Mark Gnline Registration as not

wisted and make changes

Arena
Scheduling

Ethnicity/Race

1 Famity Access - Google Chrome W 'w
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Family Access
SKYWARD Jack M. *****Doe JR

Home Jack (Country Tralls Grade Schoo| 2016-2017)
T R T ubmitted to the districtfor Jack on Mon Mar 7, 2016 12:41pm by Michael **~'Doe
Weleame 1o District 301 online registration for the

Arena 2016-2017 school year. Pleas nofe fhat your student

Scheduling will have his or her 2015-2016 grade level listed in jhangen

their profile
Ethnicity/Race

Calendar

Gradebook
Attendance
Student info

Schedule

%%y | View Unread Denials

Discipline
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Making a Change to Online Registration

To access online registration after it has been
submitted, log into Skyward following the
directions in this guide.

Click on Online Registration.

Click on the name of the student to whose
profile you need to make changes.

§{i Family Access - Google Chrome.
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Click on Mark Online Registration as not
completed and make changes.
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Select the section that needs to be updated
from the menu on the right hand side.
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You will then be able to make any changes
necessary to that step. Once all changes have
been made in that step, click Complete Step
Only.

If you have any additional changes to make,
repeat steps 21 and 22 of this guide until all
information has been updated.

Once all changes have been made, click
Complete Online Registration.

Submit Online Registration as explained in steps
17 and 18 of this guide.
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