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Introduction to MySchoolAccount.com

In this user guide, you will cover the following:

X X X X X X X X X



About MySchoolAccount.com

MySchoolAccount.com is a service provided to parents that will allow:

X

X

X

Parents to set up an account with a user name and password
Parents to deposit money direct
Parents to associate multiple students under one account

Parents to view multiple students at once

Parents to see the last 30 day account history (payments and purchas
and the balance on the account



Creating an Account

e
« GOoto

« Click on th€reate Accounlink located on the top right corner of the
webpage

« Fill in the required fields

~When registration is complete, an email widnification codewill be sent
to the email address you used to register

~ When redirected to the Login page, log in usingugariDandPassword
~You will then be directed to a page prompting you to entereyibication

COde(from the verification email you received)

«  After you type in yowerification code you will be directed to the
MySchoolAccount.com homepage


http://www.myschoolaccount.com/

Adding a Student
I

x Log onto

~ From the homepage, clickfmi a Studentunder thé&our Students
category box

Your Students

<+ View Lunch Account Activity
<+ Add a Student

<+ Remove a Student
<+ Set Balance Notification Preferences

continued =)
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Adding a Student (cont.)

2
« Enter th&tudent IDassociated with your student/child
« ClickAdd

Add Student to your account

Student ID




Removing a Student

2

If you accidentally attached the wrong student to your parent account or decide you no longer want the
to be enrolled under the particular parent, you have the option of removing the student from the account

« Log ontc

~ From the homepage, clickRkmmove a Studeninder thé’our Students
category box

Your Students

+ View Lunch Account Activity

<+ Add a Student

<+ Remove a Student

<+ Set Balance Notification Preferences

continued =)
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Removing a Student (cont.)

s

~ Under the boRemove Student from your accoynype in thé&tudent ID
of the student you want to remove

« ClickRemove

Remove Student from your account Students attached to your account

1234 Janele Test

Student ID

Remaove Cancel

continued =)



Removing a Student (cont.)

~ A window similar to the one shown below will pop up prompting the delet
of the student

Confirm Student Removal

X CI iC kCO nfi rm De I ete You are about to remove Janele Test (Student ID: 1234) from your parent accoun t.

~ A window will then appear confirming your deletion
« ClickContinue Congrensatons

Janele Test (Student ID: 1234) has been successfully removed from your parent account.

Continue

continued =)



Setting Balance Notification Preferences

2

Setting up notification preferences allows parents to be notified via email, when their student's lunch ac
balance drops below a preset minimum.

« Log ontc

~ From the homepage, clicksmt Balance Notification Preferencesder the
Your Studentgategory box

Your Students

<+ View Lunch Account Activity

<+ Add a Student

<+ Remove a Student

<+ Set Balance Notification Preferences

continued =)
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Setting Balance Notification Preferences (co
N

< Fill in theMinimum Balancedfield
« Check the box mark&mabled

« Fill in the email address you war e
to have the alerts sent to

« ClickSave

Once you clicRave a page will pop up similar to the one shown below
ClickContinue S

X

X

continued =)



Viewing Lunch Account Activity

N
x Log onto

~  From the homepage, clickbew Lunch Account Activityunder theé‘our
Studentscategory box

Your Students

<+ View Lunch Account Activity

<+ Add a Student

<+ Remove a Student

<+ Set Balance Notification Preferences

continued =)
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Viewing Lunch Account Activity (cont.)

I

~ When the window below appears, click ovidvelink for the student whose
account activity you are trying to view

260596726 Christopher Afaneh

591311418 Lance Beloney
251633553 Amy Busby
253730532 Marcus Horton
255619988 John Roberts

|__Back |

~ Any account activity for th 4. e
student will be displayed L %5
the orange fields




Depositing Money to Student Lunch Accour

Sa )
x Log onto

x From the homepage, clickbpeposit Money to Stud
under thé&chool Lunch Accountsategory box

-+ Deposit Money to your Student's Lunch Account
<+ View your Deposit History

School Lunch Accounts J
|
<+ Transfer Funds Between your Students ‘

continued =)
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Depositing Money to Student Lunch Account (co

el

X

Fill in the amount to deposit undebiy@osit Amounffield
Select your payment method
ClickProceed

You will be asked to fill in
your billing information as -
well as your payment

information I .
ClickProceedvhen done




Viewing Deposit History

N
x Log onto

~ From the homepage, clickbmposit Historyunder thé&chool Lunch
Accountscategory box

[ School Lunch Accounts J

<+ Deposit Money to your Student's Lunch Account ‘
<+ View your Deposit History ‘
<+ Transfer Funds Between your Students

continued =)
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Viewing Deposit History (cont.)

|
« A page similar to what is shown below will appear

~ Previous transactions dating back for the past 30 days will appear below
orange field

View On-Line Payment Transactions

The cut-off time for on-line payments is midnight (EST) each night. All payments made to the student lunch accounts before
midnight (EST) will be posted to the lunch account the same night, and be available to the student in the morning.
Payments made after midnight (EST) will not post until the following night.




Transferring Funds Between Students

I
x Log onto

~ From the homepage, clickloansfer Funds Between Studentsder the
School Lunch Accountsaategory box

continued =)
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