Skyward

Ridgewood Public Schools Student Information System

The Ridgewood Public Schools offers parents of our school community an information service called “Skyward
Family Access”. Family Access is a password-protected website that provides parents access to Schedules, Grades,
Report Cards, Homework, Attendance, Classroom Messages, Food Service and Fee Management information. The
information in Family Access will aid in ongoing communication between you and your child’s teachers and
promote student success. Any questions and problems should be sent to skywardhelp@ridgewood.k12.nj.us

Parent/Guardian Login Instructions

Each parent/guardian will have their own user account. DO NOT share a username/password with your child.
Students in grades 6-12 have their own accounts through Student Access with different access than parents.

1. Open your Internet browser (Internet Explorer, Firefox, Safari, Chrome).

2. Go to the Ridgewood Public School website at http://www.ridgewood.k12.nj.us/ . Parents  Students  Coi
3. Click on Parents. Absentes Varification

4,

Click on Skyward Family Access. Residency, Ensoliment &

Health Requirements

/— B Skyward Family Access
SKYWARD oo HgmtTE:.I-I:Eh Infie

Ridgewood Public Schools

Login ID ‘ |

Password ‘ |

5. FOR FIRST TIME USERS or IF YOU HAVE FORGOTTEN YOUR LOGIN/PASSWORD

a. Click on Forgot your Login/Password?

b. If this is your first time using Skyward enter the email address submitted during registration. If
you are a returning user, enter the email address you have associated with your Skyward
account.

Check your email for a message from do.not.reply@ridgewood.k12.nj.us. View this email.

Click on the reset password link in the email.

Take note of your username next to Login.

Set a new password. The password must be at least 6 characters long and include alphabetic,
numeric and special characters (for example @#5!%") .

g. Click on Submit button.

-~ o a0

6. Enter your Login ID and Password and Click on Sign In.

All questions and problems should be sent to skywardhelp@ridgewood.k12.nj.us
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Navigating Family Access

1. Atthe top of the screen you can select to view all students in your family, or by clicking on the down-arrow

you can select students individually.

Click on My Account to review and update your login and email information.

3. The middle portion of the HOME screen is referred to as the WALL. The Wall shows various warning and

informational messages such as:

e Class Messages that have been posted to Family/Student Access

e  Missing Email Address

e Online Registration Status

e  Ethnicity/Race Validation

e  Food Service Balance and Payments
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4. Messages can be hidden or displayed based on your preferences set in Home Settings options. Click on the cog
icon next to select options in Home Settings, Show All Hidden Messages, or Reset.

5. Modules that are specific to your child’s school can be selected along the left hand side of the screen.

6. The right of the screen shows upcoming events on the calendar. The calendar can be opened by clicking on
the word Calendar at the top of the list. Once in the calendar, several new options have been added such as

the ability to view by Day, Week, or Month and the option to print the calendar in a calendar format or a

listing.

7. For a limited time, families have the option to return to the original version of Family Access click on the Back
to Prior Family Access link (last module on left hand side of the screen).
8. Please use the Exit button at the end of your session.

All questions and problems should be sent to skywardhelp@ridgewood.k12.nj.us
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Keeping your Skyward information current

In order to maintain the communication between schools, parents and students, it is essential that you check
Skyward regularly and that there are current email addresses and phone numbers in Skyward Family and Student
Access. If your information changes, please take a few moments to update your Skyward information.

To change your email address, Click on My Account and enter new email address. Click SAVE.

. Mother Stude Contact Us Exit
Family Access

SKYWARD All Students (=

To update/enter your student’s email address
An email address is required for students to retrieve Student Access login/password information, as well as to
receive messages from principals and teachers. Parents can initialize their students’ email addresses through
Skyward Family Access
1. Select Student Info from menu on left
2. Click on Request Changes for student name for student to update. This is to the right of the screen for
each child

Reguest Changes for Daniel

Benjamin Franky SILI'L'EHHHTDI'mG_UDI]
Phone: {201)670-2780  PIINC £omiy Address

m

Grade: 08 S| Family Information
Advisor: WMeredith Wearley Emergency Infarmation
Emergency Contacts
Add Emergency Contact

View History

View Unread Denials

3. Select Student Information
4. Inthe Home Email field, enter the student’s email address for home. Click SAVE.

To change Telephone numbers
1. Select Student Info from menu on left
Click on Request Changes for student name. This is to the right of the screen for each child
Select Family Information
Update any phone number and click SAVE.

PwnN

To update Emergency contacts

Select Student Info from menu on left

Click on Request Changes for student name. This is to the right of the screen for each child
Select Emergency Contacts to change information for an existing contact or to delete a contact
Select Change Emergency Contact Order to change the order of the contacts

Select Add Emergency Contacts to add a new contact

ukhwn e

To update/change Student Name or Address

Changes to student’s name and address require you to present proof of legal name and proof of residency to your
student’s school.

Checking Food Service and Fee Balances

Login to Skyward Family Access. Select Food Service or Fee Management on the left of your screen. You can view
all students’ balances on one screen or you may select each of your student’s names in turn (from the drop-down
menu at the top of your screen). Each of your students has his/her own separate account, so each student’s
account balance, charges, and payments are unique.

All questions and problems should be sent to skywardhelp@ridgewood.k12.nj.us
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Making Payments for Fees, Fines, or Food Service

As a convenience to parents, Ridgewood Public Schools provides an easy way to make online payments for Fees
and Food Service through Skyward Family Access.
Discover, VISA or MasterCard debit or credit card. We have contracted with RevTrak, a national credit card
payment processor, to provide a secure site for making payments. There is NO CONVENIENCE FEE for making an
online payment. Payments may also be made by check made payable to Ridgewood Board of Education and
submitted to the student’s school.

Steps for making online payments:

Payments can be made from any computer 24/7 using a

1. Logon to Skyward Family Access. (Skyward Family Access can be found on our website under Parents. If you
have forgotten your logon and password and you have a valid email address in our Skyward system, you can
select Forgot Login/Password link on the logon screen to receive a reset link.)

2. Click either the Food Service or Fee Management links on the left panel. When the window opens click on the
Make a Payment link.

o

Mandatory
Annual Onling
Re-registration

Calendar

Aftendance

Stwoent Inko

Food Service

Fee
Management

Activities.
Student Senaces
Portfolio

Laxgn History

Back o Prior
Family Access

Family Access
SKYWARD Al Smudents -

Mandatory Annual Online Re-registration is now open until 0817/2013

Mandatory Anrual Online Re-registration st Banjamin Franklin Middle Sch for the 2013-24

school year is now open, yel has not been completed for Abigail,

Mandatory Annual Online Re-registration is now open until 0817/2013

Mandatory Annual Online Re-registration st Ridgawood High Schocl for the 2013-2014

school yesr 1s now open, yel has nol been completed for Eve

andatory Annual Onling

Adam. Eve

Skyward June Release
* Helle Parents/Guardians/Students.

Family Access
SKYWARD Al Students »

Fee Management

Home
Unpaid Balance
Mandatory
Annual Online Eve (Ridgewood High School); $0.00 /
Re-registration bigail (Benjamin Franklin Middle Sch): $0.00

Al
Mo current balance details /
Calendar

Eve (Ridgewood High School) View Totals | Make 3 Paymrent

Altendance

Family Access
SKYWARD Al Students =

Student Info

Skyward will be upgrading their system with the June 2013 Release beginning
Fraday. June 14 at 700 pm. thiough Sunday. June 16 a8 700 p . Skyward

Family and Student Access will not be available during that time

[+ ] Shaw More

Food Service
Food Service
Fee Home
e Current Account Balance
Maﬂda(ow Today's Lunch Menu Lunch Calendar
Annual Online Eve: 50.00
Re-registration Adam $0.00 No lunch menu details are available for the curgnt date.
Abigail §0.00
Calendar
Altendance Eve (Ridgewnod High Schaol) View Totals | Make a Parment
Student Info There are no payment recards for this student

Adam (Orchard Elementary) | Make a Payment
(BBt

Fee There are no payment records for this student.
Management

3. Select Update Payment Amount for next to the type of payment .

: : - When selecting Food Service:
Online Payment Entry - Single Point of Entry Interface g
e : Review balances > Enter Payment
Online Payment Entry for User: Oatleyscr, Nieves 5
Amount > Select Update Cart
Online Payment Vendor: BevIrak » | Pay witn Vendor Empty Cart
Update Food Service Payment Amount 4 Back
I would like to make an online payment for:
. - Update Food Service Payment For BONG N OATLEYSCR
OATLEYSCR, BONG N @ Total Payment OATLEBON0OD; 0.00 Prior Year Balance 0.00
Food Service Payment: 0.00 Update Payment Amount Clear Items + YTD Payments: 0.00
Fee Management Payment: 0.00 Update Payment Amount | Clear Ttems + Pending Payments 394.00
- YTD Purchases: 0.00
Current Balance: 0.00
Qatleyser, Hector 0 @ Total Payment OATLEHEC000: 0.00 * Payment Amount: 5.00
Food Service Payment: 0.00 L!_pua_l;e Pi?_yma_!jt »'a_mu_uljt Clear Tremns —b Update Cart
|
Fee M; it P it 0.00 Update P it A it | Clear It
e ikl S Asterisk (*) denoles a required field
Oatleyscr, Ledani L @ Total Payment OATLELEIO00: 0.00
Food Service Payment: 0.00 Update Payment Amount | Clear Trems
Fee Management Payment: 0.00 Update Payment Amount Clear Tkems

All questions and problems should be sent to skywardhelp@ridgewood.k12.nj.us
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When selecting Fee Management:

Note: If your child participates in at least one activity during the year, you are required to pay an Activity fee.
Fees are capped at $100 for Middle School students and $150 for High School Students. So if your child

participates in one or more activities you will only pay one fee for the year.

A. Click on the Add button

Update Fee Management Payment Amaurit

on the bOttom to add '.Ip-cl-|1|- Few U-Iﬂhﬂﬂlﬂll"lll Pﬂrl'lllllll Fou Akari Asmatas L] B
current year fees for R T i s Y
payment gy PR I P Sremy—[
B. Check the Pay Charge box oo e e — e
next to the fees you will
pay in this transaction on g ] S, T
the top portion of the A
screen e Ehal can be adkded to this student’s sccount
C. Select Update Cart t0 | Py T -~ T

return to the Single Point
of Entry screen and
review charges.

Online Payment Entry - Single Point of Entry Interface
Ondine Faymest Entry fos User: |

Online Paymert: Wendor: | BavTrak T Bor wis e

1 wesuded Bon to rae I oming paymant for:

o 7 Abec
4. Whenyou have completed the

processfor all studentsin your family,
the total paymentamount will be

display at the bottom. Select Pay with

b bey roral payee: QD i Vendorwhen finished.
Fod Seivice Paymant: S000 e Papmaer Amoent | (e MeTE
Farg Mariagammns Piryrramt: 150,00 | vpetene Payment Smeont
5. Your shopping cart will display.
— — Review items and select Goto
Fod Savies Pryemant: 50,80 Checkout.
Fee Maragement Prymant: 15090
Your Shopping Cart
o o 1500 Thank you for shopping with us| Here sre the items you have chosen far purchasel
Food Senvce Payrmant; 30,99 To continue shopping cick here: [Continue Shopping |
Fee Management Payment: 100,00 -

ILemss: Brice o, Iotal

'u:w.-rrl Family Access M5 Acthaty 1213 $150,00 1 8150.00
Tata Payment dor al Shutents 55000 e {
Shoyward Famehy Acc 5. Actiwiby 1213 2150.00 1%150.00
oy ey 1510000
Shyward Fa Sopweard Food Sersce Baym 1 sso00
§ Skyward Fami Acc orreard ek ol e
Rldgewu()d Skyward Family Access Skeward Food Serdce Payment sso.00 1 s50.00
] bl = o _h I = Total: $550.00
Public Schools
Empty(f)  Goto Checkowt(= g

Your Shopping Cart

6. At checkout, enteryouraccount login information
(email address and password) or, if this is the first time
making an online payment, create a RevTrak account by
selecting I am a new customer.

Create an account with us, and make reordering a snap!
Enter your email address: psrant@amail.com

I am a new customer

You'll create a password later’ . . . N
¢ = } 7. SE|ECtSJgﬂ In using our secure server to continue and

@ Iam areturning customer complete the transaction.

and my password is

l If you have forgotten your RevTrak password, select
‘Forgotyour password? Click here.” Enterthe email
address that you used when you initially created your
RevTrak Accountto receive a password resetlink.

Sign in using our secune senver (>
Forgot your password? Click here.

Making Payments by Check:

Payment may also be made by check payable to Ridgewood Board of Education and submitted to the student’s
school. Write your student's name, school, and “Foods” or “Fees” on the check, and deliver it to your child's
school. You may submit one check payment to be allocated among several of your children’s Food Service
accounts. Please provide each student’s full name, school, and the amount to be credited to his/her account.

All questions and problems should be sent to skywardhelp@ridgewood.k12.nj.us
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Student Access

All Middle and High School students have separate logins to Skyward (Student Access) from their parents (Family
Access). Although both Student and Family Access are similar, they are not the same. Students and parents
should use their own login information to access Skyward and make sure home email addresses are current at all
times.

Through Student Access, students can view their own Calendar, Student Information, Gradebook assignments
and grades, Schedules, Food Service activity, and Message Center (messages from faculty). Later in the year,
students will have the ability to request courses for next year scheduling through Student Access. It is important
for students to login to Skyward regularly to ensure assignments are current.

An email address is required for students to retrieve Student Access login/password information, as well as to
receive messages from principals and teachers. Students can change their information by logging on to Student
Access > Account Info > Change My Password or Change my Email.

1. Open your Internet browser (Chrome, Internet Explorer, Firefox, Safari).
2. Go to the Ridgewood Public School website at http://www.ridgewood.k12.nj.us/ .
3. Click on Students.
4. Click on Skyward Student Access.
)
5. FOR FIRST TIME USERS or "//#

SKYWARD
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IF YOU HAVE FORGOTTEN YOUR LOGIN/PASSWORD

a. Click on “Forgot your Login/Password?”

b. Enter the email address you have associated with your
Skyward account.

c. Check your email for a message from
do.not.reply@ridgewood.k12.nj.us. View this email.

d. Click on the reset password link in the email.

e. Take note of your username next to Login.

f. Setanew password. The password must be at least 6 characters long and include alphabetic,
numeric and special characters (for example @#S$!%").

g. Click on Submit button.

6. Enter your Login ID and Password and Click on Sign In.

Middle School/ High School Food Service Key Pad Number

Students must use their own Key Pad Number when purchasing items in the cafeteria, even if they are paying
cash. Key Pad Numbers can be found in either Student or Family Access > Food Service > Account Information.

DO NOT SHARE IT WITH ANYONE. . ko] rort ] ozt ]

. SETWARD
Parents must authorize students to | §iupix
1

, ek _Food Service accoun information | [EEVSSRRTS__ PYFEeR) PR
charge purchases to food service Comersd btorsatn o rmtn ]
accounts. If students are | Suwntmas I
B ,." ¥ Lunich Type: Normal
) J‘m—c = Prior Year Ealance: $3.50 Last Payment: $3.50
authorized to charge and the | tmisoce ppfie amind o s f
account balance falls at or below - | &5 Comunem A [ i TR |
Login Hrstory

" Students have sccess to view their own Food Senice purchases and payments.
Online Assignments P P

S0, students will only be permitted
cash purchases Ty

District Links

Bidgeedod Public Schooks

Mmnnee Eamdy Connect

To purchase items in the cafetens, please use your Keypad number above and DO NOT SHARE IT WITH ANYONE, Your parents must authorize
¥ou o charge purchases to your acoount. If your sccourt balance falls ot or balow -50 you will only ba permeted cash purchases until the
balamee it brought up to date.

All questions and problems should be sent to skywardhelp@ridgewood.k12.nj.us
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