Fee Management Payment Directions (Skyward)

1. On the Minnetonka School District website ( www.minnetonkaschools.org ), click My SSO.
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2. Signinto your parent account by entering your Username (email address) and your Password.
Contact family.helpdesk@minnetonkaschools.org for assistance with your email address or your

password.
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3. After you are signed in as a parent, choose Skyward.
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4. The window below shows Skyward Family Access>All Students. Select Fee Management from

the left side of the window.
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Mon Mar 23, 2015 7.57am

concert recordings ACT RT3 Practic
Hello friends!
Attendance You may have heard this from your student last week, but our concert was not i RO
recorded! There was some type of error, which meant none was saved. I'm ACT CP2 Practic
Student Info hoping that | can collect recordings that family made of the concert so we can
put together a compilation of our music to watch/listen to in class so we can Today, Tue Mar 2
Food Service accurately assess ourselves! If you have a digital recording of the concert and ACT LR4 Practic
can share it with me, please let me know! You can send a flash drive or the
Schedule device with cord to school and I'll save it here Today, Tue Mar 2
If you send them, please either send them tomorrow, or AFTER spring break. | .
Test Scores will be gone Wed. and Thurs ACT LR3 Practic
Fee Thank you so much in advance for your helpl
T . Tue Mar 2
Management oday

AFT DAY Drane

5. Fees that are due show in the window below. Even if there are no fees displayed for the
student, there might be Optional Fees that you would like to select and pay for the student.

Click Make a Payment to continue to the next screen.

Account Email History Ext
f Family Access A
Fee Management
Home
Unpaid Balance
Calendar
-Mmc«mumw\ School) 30.00
Gradebook
P I rctoria Hgh Schoot) View Fees | View Payments | View Totals A a Fee
School A A Amount
Info Year Due Date Fee Description Charged Paid Oue Payor Name Pay Plan ID
2015 Mon Jun 16, 2014 PAD FINE - OPE 11565 11595 000
Food Service
2016 Wed Jan 14, 2015 OVERDUE/DAMAGO 1000 000 10.00
Schecile 2016 Wed Feb 11, 2016 WOODWORKING 2000 000 2000
Test Scores
Fee Management
Student Services

6. Click the Update Payment Amount button on the Fee Management line for the appropriate
student.



7. The top part of the screen shows outstanding fees for the student. There might be additional
fees (depending on the time of year) at the bottom on the screen. You can add these fees for
this student by clicking the Add button. For example, iPad Insurance will appear here when it is
available as an optional purchase.

Update Fee Management Payment Amount 4 Back
Update Fee Management Payment Fo- o
Fees due for student (D CIY
Due Date a Description Amount Due | Pay Charge | Pay Amount g:r:::‘:ing

01/14/2015 |OVERDUE/DAMAGD VOCAB BK 10.00| | | 10.00] 0.00f

02/11/2015 WOODWORKING 20.00 [] | 0.00] 20.00

< >
2 records displayed

Total Payment Amount for Selected Charges: 10.00 Update Cant

Fees that can be added to this student's account [ Display Fees |
Description Amount | Entity | Schl Yr | Why would | add this fee?
General: GRADUATION PARTIC 28.00 ! 074 | 2015

8. Check the box for each fee you would like to pay in this transaction. Click Update Cart. (If the
system doesn’t automatically return to the screen shown in Step 9, click the Back button in the
upper right corner.)

Update Fee Management Payment Amount

Update Fee Management Payment For _

Fees due for student _ 2 -lr‘:L
Due Date a | Description Amount Dua Pay Charge  Pay Amount E:Iran::ing
I|| o1/14/2015 overoug/pamach vocas ex (RN 10.00 M 10.00 0.00
02/11/2015 | WOODWORKING 20,00 % 20.00]| 0.00]
03/24/2015 GRADUATION PARTICIPATION FEE 2015 28,00 B 28.00 0.00
< >
3 records displayed

Total Payment Amount for Selected Charges: [ 58.00 Update Cart ]




9. Click the Pay with Vendor button to proceed with payment.

Online Payment Entry - Single Point of Entry Interface < Bacx

Online Payment Entry for User: _
Online Payment Vendor: |RevTrak v

I would like to make an online payment for: (Please click the Update Payment Amount button to select an item to pay)

; ! Service Payment:

Fee Management Payment

0.00

Food Service Payment 0.00 pdate Payment Amount
Fee Management Payment 58.00 | Update Payment

Total Payment for all Students: 58.00

10. You will be taken to the RevTrak CHECKOUT screen to complete your payment. RevTrak is our
online payment vendor. You will be asked to set up a RevTrak payment account to be used for
all online payments if you do not already have a RevTrak account set up. Follow the payment
prompts in RevTrak to complete the transaction.

Log in to the Web Store

Email @

Password

Forgot password?

CREATE NEW ACCOUNT

** Make sure you are presented with a receipt at the end of your transaction. This is
confirmation that we have record of your payment. If you don’t see a receipt, please contact
the MHS Bursar’s Office connie.dahlstrom@minnetonkaschools.org **

If you need assistance with your My SSO parent access account, please contact
family.helpdesk@minnetonkaschools.org

If you need assistance with your RevTrak account, please contact the MHS Bursar’s Office
connie.dahlstrom@minnetonkaschools.org

If you have questions about Fees, Fines, or the payment process, please contact the MHS Bursar’s Office
connie.dahlstrom@minnetonkaschools.org
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