
Instructions for Online Registration: 
 

1. Login to Skyward Family Access during the Online Registration window. 
2. Click on GO TO ONLINE REGISTRATION for your student(s). 
3. Please open each step. Update any information and click COMPLETE STEP. 

Once the step is complete, you will see a GREEN check mark next to each 
section. Your registration will not be complete, unless ALL required steps 
have a green check mark. 

4. When you reach the MAKE A FEE PAYMENT step, you will be redirected to 
Revtrak, which is our online payment system. You will have to set up an 
account the first time you use it. 

5. Once all steps are complete, you will be able to click COMPLETE ONLINE 
REGISTRATION 

6. At any time, you can CLOSE AND FINISH LATER. 
7. Registration is open from Saturday, July 16 – Sunday, July 24, 2022. 

Please complete these final steps during that time. 
8. Call the office if you have questions at 309-444-3580 (CPS) or 309-444-3943 

(CIS). 
 
Revtrak Instructions: 

1. Make a Fee Payment. Within the step, click on MAKE A FEE PAYMENT. 
2. You will see any fees owed in RED 
3. Click UPDATE PAYMENT AMOUNT next to item(s), you want to pay. You can 

add money to their food service account and pay for registration at the 
same time. You can also pay for all of your students at once. 

4. Verify that the information is correct and click UPDATE CART. 
5. You will see the amount added to your Pending Cart. 
6. When all items have been added to your card, click PAY WITH VENDOR. 
7. There is a small fee to pay online. 
8. Your Skyward account will be updated immediately. 
9. You can check your payment and/or balance due in Skyward Family Access 

under the Fee Management Tab. 
10.  If you have multiple students, we recommend paying the fees all 

together. Once you move on to the next student, you still need to click 
MAKE A FEE PAYMENT in the registration process.  Make sure that the fee 
balance is $0 and then back out. You will be able to continue through the 
registration steps.  

 


