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Introduction to Family Access 
For Nicolet High School 

 
What is Family Access?  Family Access is a web‐based service that empowers 

parents/guardians and students to view school‐related 
information anywhere they have access to the Internet.  
Information available online includes: 

• Calendar information with assignment, attendance and 
message information 

• Preferences for how you’d like to be contacted 
• Detailed gradebook information 
• Messages posted by the principal and teachers 
• Attendance records by data and types of attendance 
• Student schedule 
• Food service balance, payments and purchase history 
• Fee management 
• E‐mail notification preferences 
• Login history 

Information Source and 
Security 

The information in Family Access is “real time” based on the 
data in the district’s Skyward Student Information System.  
Please keep in mind that grades are fluid and can change 
daily/weekly as the teachers add assignments and grades 
to the system.  Please allow up to 5 days after the due date for 
most assignments to be posted in the gradebook (larger 
assignments and projects may take longer). 
 
Family Access is a password protected site intended for use by 
the specific user to which the account was issued.  PLEASE 
KEEP YOUR USER NAME AND PASSWORD CONFIDENTIAL to 
avoid unauthorized use of your account.  Each parent and 
student will be issued a unique user name and password.  
Parents have different levels of access and different types of 
information than what students will have.  It is important that 
you use the account that was created for you.  Other industry 
standard security measures are in place to ensure that 
information and credit card transactions are done securely and 
safely.  

System and Internet 
Browser Requirements 

Windows 98/98SE/ME/2000/XP/Vista/Windows 7 
• Internet Explorer 5.5 and newer 
• Firefox 1.5 and newer 

 
Macintosh 10.3 or higher 

• Safari 1.2 
• Firefox 1.5 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Getting Started 
 

User Name and Password 
A user name and password are required to use Family Access.  Your user name and 
password will be mailed to you at the beginning of each school year.  If you 
registered for school after the beginning of the year, it should be provided to you 
when you are registering your student for classes at Nicolet. 
 

Logging In 
Follow these steps to login to the system: 

• Open your internet browser (Internet Explorer, Firefox, Safari) 
• Go to Nicolet’s web page at http://www.nicolet.k12.wi.us 
• Click on Skyward Family Access 
• Click on Family Access Login 
• Enter your unique username and password 
• Click the login button 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Navigating Family Access 
 

Navigation Fields/Links 
The navigation links below will be available to you on any Family Access screen you 
see.  Use these links to quickly navigate through the system. 
 

1. For families with multiple Nicolet students, use the Student pull down menu 
to select the student for whom you wish to view information. 

2. Use the General Information links to see more detailed information about the 
calendar, gradebook, message center, schedule and more. 

3. Use the Account Info button to access information about your login and 
email. 

4. The print button will print the active page (the calendar would print for 
image shown below). 

5. Please use the logout button to logout of the system at the end of your 
session.  Use the logout button to avoid locking up the system and other 
problems.   
NOTE: If you are using a computer in a public place such as the library 
or some other shared computer, be sure to logout so the next user of the 
computer is not able to see your Family Access information. 

 
  1.  3.  4.  5. 

2. 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Calendar 
 
The calendar gives you an option of showing three types of information: 

• Absences/Tardies 
• Message Center Messages 
• Gradebook Assignments & Grades Earned 

  
Use the check boxes under the calendar to select the types of information you wish 
to view.  Messsage Center (MC) messages are messages from your student’s teachers 
and other staff members such as the principal.  You can see from the calendar below 
that daily assignments will show up on dates they were due and absent and/or 
tardy marks are included too.  Move the cursor over a grade, attendance mark, or 
message center note to view more information about that item as shown in the 
German 2 assignment below. 
 
When teachers enter assignments in their gradebook in advance of the due date, the 
assignment and any details they have included in the gradebook, will be visible on 
your calendar so you can help your student stay on top of upcoming assignments 
and tests.  Teachers are encouraged to enter large assignments and tests early so 
parents and students can plan for upcoming due dates and test dates. 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Student Information 
 
The student information screen will show general demographic and contact 
information we have on file about you and your student.   

1. Click on the “Request Change(s) to my Child’s Information” if there’s basic 
information you wish to change. 

2. Click on Request Changes to Student Information. 
3. Make the changes in areas with white backgrounds and click Save when 

done and Back (#2 below) to get to the student information screen again. 
 

If there is additional basic information that needs to be modified, please email 
Pamela_Ericksen@nicolet.k12.wi.us with your name, the student name and the 
information you wish to have changed.  Changes may not happen instantaneously as 
some change requests may be examined manually before showing in Family Access. 
  
  

1. 

2. 

3. 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Skylert 
 
Skylert is a phone/text messaging program that Nicolet uses for general 
announcements throughout the year (such as late start reminders), attendance 
reminders on days when there is an unexcused absence and for emergency 
messages.  The Skylert page enables you to see the current settings for how you 
prefer to have Nicolet contact you with some of these messages.  Nicolet will always 
call for unexcused absences and emergency messages.  Realize that in addition to 
phone calls, you can add phone numbers of mobile phones that have texting plans so 
you receive the messages as texts.  Normal text rates apply. 
 

1. Click Edit to make changes.   
2. Check boxes with a white background or check boxes with a blue check mark 

can be edited to meet your needs. 
3. Click Save when done with your changes. 

 

 
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. 

2. 

3. 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Gradebook 
 
The gradebook will show current assignment information in real‐time.  Please 
know that the term grades are not finalized until you see them printed on a 
report card in Family Access at the end of the quarter or semester.  Grades will 
continue to change until all grades are entered. 

Progress Report Page 
The progress report page lists the classes in which the student is currently enrolled, 
the teachers’ names, the current grades for the current term.  Click on a teacher’s 
name to send an email.  Click on the quarter grade to see the assignments that 
make up the grade as part of a detailed progress report for your student.  Please 
know that “term” in Family Access is the same as “quarter.” 
 

 
Click on the Missing Assignments tab to see all missing assignments for this 
student.  The Teacher’s Log tab will include any free form messages written by the 
teacher if the teacher was documenting progress or behavior in a free form manner. 
Click on Comments and you will find comments that teachers have selected from a 
list or written during the progress reporting period (mid term) 
 
When looking at the detail for a class, you will see the categories that make up the 
grade and the assigned weight unless the teacher uses a total points grading system. 
 
 
 

 
 
 

 
 
 
 
 
 
You may see a Spec. Code (special code) for late work, excused assignment for 
instance.  You will also see if the assignment is considered missing or if the 
assignment is not being counted toward the grade.
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Attendance 
 
Attendance can be viewed in three ways: 

• Calendar 
• By Day 
• Term Totals 

Attendance Calendar 
The attendance calendar shows color‐coded dates to show when attendance activity 
occurs.  This information is real‐time, so absences will be recorded throughout the 
day.  In some instances, the attendance may change during the day.  For example, a 
student may be marked absent at the beginning of the period, but later marked 
excused tardy for having brought a pass to class.  Please realize the teacher may not 
update the attendance until later so as to not disrupt the lesson.  Click on the 
highlighted date to see the detail regarding the attendance mark.  

 
 
 
 

 
 

Attendance By Day 
 
This page will list the details for 
any date that has an attendance 
code indicating an absence or tardy.  
The numbered columns represent 
class periods.  The two legends 
beneath the detail indicate the 
absence code and the absence 
reason.  In the example to the right, 
the absences in the first line are E‐
FT (excused for field trip).  Note: 
Most students don’t have a period 8 
class.  This is reserved for a few 
classes that meet outside the 
normal school day. 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Attendance Term Totals 
 
The Attendance Term Totals page will show you the current number of periods your 
student was marked absent excused, unexcused or tardy within each term (quarter).   
You will also see the number of days being counted as absent, which is a different 
way of looking at the same information, this is not in addition to the periods. 
 

 
 

Message Center 
 
The message center is a convenient one‐stop place for you to see communications 
related to progress in your student’s classes as well as general all‐school messages.  
Messages will be posted by a teacher or other staff member.  The exclamation point 
next to the message center link tells you there’s an unread message.  Family Access 
will open to the Message Center page when you login if there’s an unread message 
waiting (see picture below). 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Schedule 
 
The student’s class schedule can be viewed by Current Term or by Current Year‐all 
terms.  The schedule includes the period, term, meeting time, a link to each teachers’ 
email address, room location and credits earned.  Dropped courses will be marked 
with a down arrow. 

 

Fee Management 
 
Fee Management is the place 
where you will see fees that are 
charged for things like school 
activities, required registration 
fees and material fees.  You will 
see the current unpaid balance, 
amount charged, total paid and 
amount due.  This has a link to 
Make an Online Payment 
through a secure site.  Please 
see the instructions in the next 
section for information on 
making online payments with a 
credit card. 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Food Service 
 
The food service link includes tabs for account information, payments made, all 
payments and purchases.  Account information will show the current balance and 
give you the option of making an online payment. Payments for food service and 
school fees can be made online.  Please know that there will be a $1.95 transaction 
fee for each online payment. 

 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

 

Adding Money to the Food Service Account 
• From the Account Information tab, click “Make Online Payment” 

 
• Enter payment amount and select “Pay with RevTrak”  

 
• Verify payment amount and select “Go to Checkout”  

Payment History 

RevTrak replaced MyLunchMoney.com this 
year for online food service payments.  You 
may also use RevTrak for paying school 
fees.  You’ll hardly know you left Family 
Access to make your payments.  Deposits 
are accessible immediately! 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• As  a new  customer,  select  “I  am a new  customer”  and  enter  your email 

address.    In  future  times  as  a  returning  customer,  select  “I  am  a 
returning customer” and enter your email address and password.   Select 
Sign in. 

 
 

• Enter your Billing Information, Payment Information, and create a 
password. 

• Verify information for accuracy and select “Complete Order.” 
 
• Payment will be processed and Receipt can be viewed and printed.   

 
• Logout 

 
• When you return to the Family Access screen, you will see the new balance 

from your latest payment reflected in the Account Information tab.  
 
Note: As a security measure, the RevTrak site does not save your credit card 
number.  You will need to enter this each time. 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E‐mail Notifications 
 
Family Access allows you to set‐up automated e‐mail notifications for certain 
situations.  Click “Change My Notifications” and select the notifications you’d like 
to receive for daily attendance, weekly grading items and progress reports.  The low 
assignment sets the percentage at which Family Access will send email notifications 
about low scores.  Similarly, the high percentage will notify you when scores are 
above that percentage.  Check the box to receive weekly grading notifications and 
then set the percentages you’d like to use for your student(s) and then click Save. 

 
 

Login History 
 
Family Access keeps a login history for you as a security measure so you can see 
who recently logged in and what they looked at.  We encourage you to check your 
login history periodically to make sure the dates of use and types of things looked at 
are consistent with what you had viewed in your previous time.  
 


