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FAMILY ACCESS: COMPLETING ONLINE REGISTRATION 

 
1. Open up your internet, and go to: www.psd150.org. Then click on the Family Access icon. 

 
 

2. Enter in your Login and Password. Then click on ‘Sign In.’  
*If you do not know your login information, please contact the Research Department at 309-672-6761. 
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3. Click on the ‘Go to Online Enrollment Verification for ___________________’ (where blank is your child’s 

name.) 

 
 

 
 

4. Overview of Online Enrollment Verification 

 
a. Steps of Online Registration are displayed on the right hand side. Steps 1-5 will be the same for 

ALL schools. Additional steps are added based on the school that your student will attend. These 
steps need to be completed as well. 

b. Each step will be listed at the top of the screen. 
c. After each step, you will need to mark the ‘I have completed this step’ selection. 
d. To go to the next step, you will click on the ‘Next Step’ button. 
e. At any point in time during this process, you can click on the ‘Close and Finish Later’ button. 
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5. Step 1a. Enrollment Form: Student Information 

 
a. Fields in Grey are read-only fields. If these fields are incorrect, please contact your child’s school. 
b. Fields in White are fields that can be changed.  
c. Please update fields if necessary. 
d. Allow Publication of Student’s Name –This field determines whether you allow District 150 to 

share student information. More information can be found by clicking on the ? symbol. 
e. Once all Student Information fields have been updated, select the ‘I have completed this 
step’ option. 

f. Click on the Next Step button on the far right hand side. 
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6. Step 1b. Enrollment Form: Family Address 

 
a. Fields in Grey are read only fields. 
b. If your Address is incorrect, please make a note that you will need to visit the school with a recent 

utility bill to have your address updated. 
c. Once you have reviewed the Family Address data, click on the ‘I have completed this step’ 

option. 

d. Click on the Next Step button on the far right hand side. 
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7. Step 1c. Enrollment Form: Family Information 

 
a. Fields in White are fields that can be changed.  
b. Please update any guardian fields if necessary. 
c. If guardians need to be added and/or removed, please contact your school to have these 

changes made. 

d. Once all Family Information fields have been updated, select the ‘I have completed this 
step’ option. 

e. Click on the Next Step button on the far right hand side. 
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8. Step 1d. Enrollment Form: Emergency Information 

 
a. Fields in Grey are read only fields. 
b. If your student’s Emergency Information is incorrect, please make a note that you will need to 

contact the school to have information added and/or removed. 
c. Once you have reviewed the Emergency Information data, click on the ‘I have completed this 
step’ option. 

d. Click on the Next Step button on the far right hand side. 
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9. Step 1e. Enrollment Form: Emergency Contacts 

 
a. Fields in Grey are read only fields.  
b. Fields in White are fields that can be changed.  
c. Please update fields if necessary. 
d. The ‘Delete this Emergency Contact’ hyperlink allows you to delete an existing contact. 
e. The ‘Add Emergency Contact’ button allows you to add additional emergency contacts. You can 

add up to 5 contacts. 
f. The ‘Change Emergency Contact Order’ button allows you to change the display order of your 

emergency contacts. If an emergency arises, the school will call the contacts in chronological 
order. 

g. Once all Emergency Contact fields have been updated, select the ‘I have completed this 
step’ option. 

h. Click on the Next Step button on the far right hand side. 
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10. Step 2. Photo/Video Release Form  

 
a. Click on the ‘Photo/Video Release Form’ hyperlink. 

 

 
b. Fill out the ‘Type in your full name’ field. 
c. Select either: ‘Yes –I grant permission (agree to the statement above)’ or ‘No –I do not grant 

permission (do not agree to the statement above) 
d. Fill out the ‘Electronic Signature’ field and the ‘Date’ field. 
e. In the upper right hand corner, click on the ‘Save’ button.  

 

 
a. Select the ‘I have completed this step’ option. 

b. Click on the Next Step button on the far right hand side. 
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11. Step 3. Network/Internet Usage Agreement 

 
a. Click on the ‘Network/Internet Usage Agreement’ hyperlink. 

 

 
b. Select: ‘agree to the Internet and e-mail systems’ and ‘I have received and read Board Policy 
6:237 and my student agrees to abide by it’. 

c. Fill out the ‘Parent Electronic Signature’ and the ‘Date’ field. 
 

 
a. Select the ‘I have completed this step’ option. 

b. Click on the Next Step button on the far right hand side. 
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12. Step 4: Medical Requirements and Authorization Forms 

 
a. Medical Requirements and Authorization Forms are not required for all grade levels 
b. To find out whether your child has required medical forms, click on the ‘Medical Requirements 
and Authorization Forms’ hyperlink. 

 

 
You will be re-directed to information on the district’s website pertaining to Health Forms and School 
Health Information. If applicable, forms need to be printed off, signed and turned in to your child’s school. 
If you do not have access to a printer, you may pick up a copy of these forms at your child’s school.  
 

 
a. Select the ‘I have completed this (optional) step’ option. 

b. Click on the Next Step button on the far right hand side. 
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13. Step 5. Food Service and School Fee Payment 

 
a. Click on the ‘Food Service and School Fee Payment’ hyperlink. 

 
 
 
 
 

 
b. You can make payments for Food Service and for Fee Management. 
c. Click on the ‘Update Payment Amount’ button to the right of Food Service Payment to apply a 

payment. 
 
 
 
 

 
d. Information about Food Service Payments will appear. 
e. In the Payment Amount field, you can enter in the dollar amount of how much you would like to 
apply to your student’s account. 

f. Click on the ‘Update Cart’ button after you have entered in your payment amount.  
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g. You will notice that the Food Service Payment field was updated to 100.00. 
h. Click on the ‘Update Payment Amount’ to the right of the Fee Management Payment to apply a 

payment if a Balance is due. 
 
 
 

 
i. Once all payments have been made, click on the ‘Pay with Vendor’ button.  

 
 
 

 
j. A pop-up will appear, click on the ‘Yes’ button if you wish to submit your payment. If you wish to 
cancel the transaction, click ‘No.’ 

 
 
 

 
k. You will be reverted to the RevTrak login screen. 
l. Click on the ‘Go to Checkout’ option and follow the prompts to make a payment. 
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a. Select the ‘I have completed this (optional) step’ option. 

b. Click on the Next Step button on the far right hand side. 
 

 
 
 
 

14. Each school will have different forms that are part of registration. You will complete these forms similar to 
Step 3 and Step 4 as found on Page 9 and 10. If further assistance is needed, please contact your child’s 
school. 
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15. Step 6. Complete Online Enrollment Verification 

 
a. Under the Review Online Enrollment Verification Steps, a summary will be listed of all the steps 

completed along with the date and time. 
b. If desired, you have the option to click on the ‘Print’ button to print the Online Enrollment 

Verification Steps. 
c. Each step that has been successfully completed will be checked along with information of the 

date and time stamp completed.  
d. Once you have reviewed the information, click on the ‘Close and Finish’ button on the right hand 

side to submit Online Enrollment Verification. 
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