
Geneseo	CUSD	#228	Direc1ons	for	Online	Registra1on	2017-2018	

	The	following	is	needed	to	par2cipate	in	the	on-line	registra2on	process:		
1. A	computer	or	tablet	with	Internet	access	-	Due	to	the	amount	of	data	being	entered/verified,	we	do	NOT	

recommend	comple2ng	Online	Registra2on	on	your	phone.	(If	you	don’t	have	access	to	a	computer,	computers	
are	available	at	the	Geneseo	library	or	you	can	aIend	the	Open	Lab	at	the	Geneseo	Middle	School	on	August	3rd	
from	2:00	-	7:00	pm.)		

2. Skyward	Family	Access	account	-	If	you	have	forgoIen	your	login	or	password,	you	can	email	Nitzy	Bull	at	
ibull@geneseoschools.org	for	assistance.	

3. A	valid	e-mail	address	for	the	guardian	comple2ng	the	process.		Either	guardian	from	Family	#1	can	complete		
the	registra2on.		Family	#2	guardians	can	view	but	not	change	any	of	the	informa2on	EXCEPT	their	emergency		
contacts.	

4. Each	student	being	registered	must	be	a	returning	student.		
5. If	you	wish	to	pay	your	fees	online,	you	will	need	a	Discover,	Visa	or	Mastercard	(debit	or	credit).		There	is	a	$1		

convenience	fee	on	all	online	payments.		

STEPS	TO	COMPLETE	ONLINE	REGISTRATION	

1. Log	into	your	Family	Access	Account	using	your	Login	and	Password.	
2. Click	the	“Go	to	Online	Registra2on	for	…”	to	begin	the	process	for	each	student.	

	

	

3.		

3.		Please	complete	ALL	of	the	steps	found	on	the	right	side	
of	this	page.	These	steps	allow	you	to	verify	and	update	your	
child’s	informa2on.			There	are	different	steps	for	
Elementary,	Middle	School	and	High	School	students.		You	
must	complete	each	step	before	proceeding	to	the	next	step.		

To	start,	read	the	District	Message	at	the	top	of	the	page	and	
then	select	“Next”	or	click	on	Step	1a.	Student	Informa2on.		

If	you	cannot	finish	in	one	signg,	clicking	on	the	“Close	and	
Finish	Later”	buIon	will	save	your	work	and	allow	you	to	
con2nue	later.	
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4.	EVERY	STEP	MUST	BE	OPENED	AND	
YOU	MUST	SELECT	“Complete	Step	___	
and	move	to	Step	___”	at	the	boIom	of	
the	page.		A	green	check	mark	will	appear	
by	each	step	ajer	you	complete	it.		If	you	
are	having	difficulty	seeing	everything	on	
the	screen,	select	the	“View	Full	Screen”	
buIon	in	the	top	right	hand	corner	to	
show	everything.			
	

5. Step	1a	is	to	verify	your	Student’s	Informa2on	-	make	any	necessary	changes	and	click		the	“Complete	Step	1a	and	
move	to	Step	1b”	buIon	to	save	your	entries	and	move	to	the	next	step.	

6. Step	1b	is	to	make	any	changes	to	the	Student’s	Address	
7. Step	1c	is	to	make	any	changes	to	the	Family	Informa2on	
8. Step	1d	is	to	make	any	changes	to	the	Emergency	Informa2on.			
9. Step	1e	is	for	Emergency	Contacts.		Please	make	sure	that	someone	OTHER	than	the	student’s	parents/guardians	are	

included	as	an	emergency	contact.	You	are	allowed	up	to	three	emergency	contacts.	All	emergency	contacts	will	be	
listed.	You	can	delete	contacts,	add	new	contacts,	modify	phone	numbers	of	contacts,	add	comments	to	contacts	
and	change	the	order	of	contacts	(the	district	will	always	start	with	the	first	contact	listed).		

10. Step	2	is	to	update	your	child’s	Health	Informa2on.		Please	include	any	informa2on	that	has	changed	in	the	last	year.	
11. Steps	3-6	are	forms	for	Bus	Informa2on,	Computer	Acceptable	Use,	Handbook	and	Parent	Permission.	
12. Steps	7-8	(GMS)	and	Steps	7-11	(GHS)	are	extra	permission	and	informa2onal	forms.		The	HS	Athle2cs	and	Ac2vi2es	

Podcast	(Step	10	for	GHS)	will	open	in	a	new	window.		Once	viewed,	close	that	window	and	go	back	to	the	
registra2on	steps	and	click	that	the	step	has	been	completed.	

13.Steps	7-8	(elementary),	Steps	9-10	(GMS),	and	Steps	
12-13	(GHS)	are	consent	forms	for	SchoolMessenger	
phone	calls.		We	must	have	your	permission	to	call	your	
cell	phone	numbers	for	general	informa2onal	calls.		If	you	
choose	not	to	receive	phone	calls	from	the	Geneseo	
School	District	you	will	not	receive	any	informa2onal	calls	
from	the	district	-	you	will	s2ll	receive	emergency	calls.		
This	form	must	be	completed	by	all	families.	The	
SchoolMessenger	Consent	Family	#2	form	is	op2onal	for	
students	that	have	parents	living	in	separate	households.		
If	this	form	does	not	apply,	check	the	box	in	front	of	“I	do	
not	wish	to	fill	our	this	op2onal	form.”	



14. Step	9	(elementary),	Step	11	(GMS),	and	Step	14	(GHS)	is	a	comprehensive	form	to	collect	your	electronic	signature	
for	all	of	the	other	forms	that	you	have	completed.	

15. The	Applica2on	for	Free/Reduced	Meals	is	included	as	part	of	the	Online	Registra2on	process.		Separate	direc2ons	
for	this	area	on	the	Registra2on	page	of	the	District	Website.	

16. The	final	step	for	each	grade	level	is	to	Pay	Registra2on	Fees	and	Add	Money	to	your	child’s	lunch	account.		There	is	
a	$1	convenience	fee	for	all	online	transac2ons.		You	DO	NOT	have	to	make	a	payment	at	this	2me;	however	
payment	should	be	made	before	the	start	of	the	school	year.	Your	registra2on	is	not	considered	complete	un2l	
payment	has	been	made.		Even	if	you	are	not	paying	at	this	2me,	you	must	select	“Pay	Fees	and	Add	Money	to	Lunch	
Account”	which	will	open	another	window.	Then	close	the	window	and	select	“Complete	Step	___	and	move	to	Step	
___”	the	green	checkmark	will	appear	next	to	the	payment	step	even	if	you	did	not	complete	the	payment	at	this	
2me.		If	you	will	be	paying	fees	for	mul2ple	children,	combine	all	of	the	fees	into	one	payment	or	you	will	have	to	
pay	a	$1	convenience	fee	for	each	transac2on.			

17.Final	Step	–	Review	and	
Complete	Registra2on.	Review	the	
Online	Registra2on	steps	and	verify	
that	everything	is	correct.	If	you	
need	to	correct	anything,	you	can	
either	click	the	link	for	the	step	on	
the	right	next	to	the	green	
checkmarks,	or	click	the	Previous	
Step	buIon	on	the	boIom	right.	
Ajer	verifying	all	steps	have	been	
completed,	click	the	“Submit	Online	
Registra2on”	buIon	to	complete	
registra2on.		You	will	not	be	able	to	
submit	the	registra2on	un2l	all	steps	
are	completed.	

18.Check	your	e-mail	that	you	use	
for	Family	Access.	You	should	have	
received	an	e-mail	confirming	that	
registra2on	is	complete.		

If	at	any	point	you	need	to	stop	and	return	to	the	process,	select	Close	and	Finish	Later.		You	will	receive	a	message	that	
you	did	NOT	complete	Online	Registra2on.		When	you	are	ready	to	complete	the	registra2on,	simply	log	back	in	to	Family	

Access	and	click	on	the	“Go	to	Registra1on	for	[Student]”	link	at	the	top	of	your	message	board,	or	the	“Online	
Registra1on”	tab	on	the	top	lej	side	of	the	screen	and	you	will	be	able	to	con2nue	where	you	lej	off.		

REPEAT	THE	STEPS	FOR	EACH	CHILD.	


