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Welcometo SchoolPaymentPortal

Your schoolhaschosento useLunchTime Software for their SchoolLunch Management.As
part of the LunchTime suite of software, SchoolPaymentPortals being offered asa safe,
secureand convenientway for parents or guardiansof students manageschoolpayments.
Youwill havethe opportunity to track purchases createreminders and setup automatic
payments.

This documentwill assistnew userswith the most basicfunctionality of
SchoolPaymentPortal.Any questions orconcernswith aO O O A AdcdDriishould be
directed to your schoolsfood servicesteam.

TheHomeScreen

Lanch] 1+ School Payment Portal

Home | Create An Account | Login With Existing Account |

&Welcome to the School Payment Portal

Welcome to the School Payment Portal Website — powsred by LunchTime Software

1§y ha\

Y ve slready created 3n acco
the Login With Existing Account iink

e already coount w

For parents that ars new to the site, ciick the Create An Account link to gst started

Thefirst time you accessvww.SchoolPaymentPortal.comyou are required to CreateAn
Account Usethe tab at the top to begin.

If you are returning to www.SchoolPaymentPortal.comyou will usethe tab labeledLogin
with ExistingAccount



http://www.schoolpaymentportal.com/
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CreateAn Account

Lanch] i ‘ School Payment Portal

Home | Create An Account | Login With Existing Account |

Create An Account/ Select a School District

Step 1: Start by entering the zip code for the school your student attends.
Step 2: Select the district or school name from the list of availsble chocies.
Step 3: Enter your account information.

5 digit Zip Code

I

SchoolPaymentPortals usedby many schooldistricts acrossthe country. To beginto
identify with your school,pleaseenter the Zip Codefor your Schooland click Search

Lanch] rime School Payment Portal

Home | Create An Account | Login With Existing Account |

Create An Account/ Select a School District

Step 1: Start by entering the zip code for the school your student attends.
Step 2: Select the district or school name from the list of available chocies.
Step 3: Enter your sccount information.

5 digit Zip Code

p1ees | seanch
District:

=1 [0 Manchester Essex Regiona! School District

i~ High School
{~ [ Middie School

[ Memorial Elementary

Dependingon the size of your district, you may have more than one option. If you have
more than one student and they attend different schoolswithin the district, then checkthe
box by the district name. Otherwise, checkthe box by your O O O A AchddId O



Lanch] 1o School Payment Portal

Home | Create An Account | Login With Existing Account

Enter Account Information
Online Account Registration Form for Manchester Ezssex Regional School District

Fleaz= enter the reguested information in the entry ares below. Onoe you have successfully filled out the entry form, you will be able to login to the
‘Website and add your kids into your sccount.

Farent/Guardizn Last Mame™

Farent/Guardian First Name®

I |
Emsil Addrezz™

Requested Password”

Create Account

Enter the requestedinformation to createyour account. All information is required. Your
Email Addressshould bein the format of user@mailprovider.com Werecommend
choosinga passwordthat is at least8 charactersin length and containsboth numbers and
letters. Onceyou have enteredthe information, click the CreateAccountbutton.

Lonch] i School Payment Portal

Home | Create An Account | Login With Existing Account

Account Created

Your account has been successfully created. Please click HERE to go to the site login page.

Onceyou have successfullycreatedan account,you will click the HERHink to proceed. You
will betaken backto the Home screenwhere youcannow login with an existing account.


mailto:user@mailprovider.com

My AccountPage

0 items, $0.00 View Cart | My Account | Logout

Lonch] i Regional School District

Cafeteria Account

My Account

Students | Saved Payment Sources | Payment History | My Info

Current Students

First Name Last Name School Name Lunch Balance Grade Student ID FIN HR Mum Active

Mo Students associated with your Account

lAdd Students

[To add students into your sccount, please click HERE to go to the Student selection page.

Manage Cafeteria Accou

[T manage the cafeteria account of the students listed sbove, plesss click the link sbove.

From the My Accountpage,userscanadd Students;add, modify or delete PaymentSources;
review PaymentHistory or review accountinformation (to update email addressesor
changepasswords).Clickon the HERHink to go tothe StudentSearch.



Add Students

%, O items, $0.00 View Cart | My Account | Logout
Lanch] 1me Regional School District

Cafeteria Account

Student Search
Please enter the following information to add a student into your account.

Student Last Name:
{ |

Student First Name:

l l

Your schoolwill determine the criteria required for searchingstudents. Someschoolsmay
chooseto use any combination of name, date of birth or school E 8 for searchterms. Type
in the requestedsearchcriteria andclick Search

ConfirmSelection

- % 0 items, $0.00 View Cart | My Account | Logout
Lanch] rime Regional School District

Cafeteria Account

Confirm Selection

Please select the student to link to your account from matches found in the list below

dame LastName School Name Grace StudentID

Seect JOHN SMITH High Schoo! 15 713

%(_ K ITL)_ |M  Pagesze: |25 ¥ 1itemsin1 pages

Return to Ssarch Fags

Confirm the identity of your student and click Select Youwill be returned to the My
AccountPagewhich will now show your student information.



ManageCafeteriaAccount

Youcancontinue to Add Studentsto your accountasneeded.

0 itemes, $0.00 View Cart | My Acoount | Logout

Lanch] v Regional School District

Cafeteria Account

My Account

Students | Saved Payment Sources | Payment History ' My Info

Current Students

Firzt Mame Lazt Mame School Name Lunch Balance Gracs Student ID FiN HR Mum Actve

JOHN SMITH High Schog 15 712 O Remove

b2
=1

Add Students

[To add students into your account, please click HERE to go to the Student selection page.

Manage Cafeteria Account

ﬁ [To manage the cafsteris scocount of the students listed above, please click the link sbove.

After adding all your students, click ManageCafeteriaAccountto proceed.



0 items, $0.00 View Cart | My Account | Logout

LanchT inde ) Regional School District

Cafeteria Account

LunchTime Cafeteria Account Access Listing

The acwount{s) you have access to are listed below. Click the View button next to the sccount whoss transsctions you would like to view. To deposit money,
click the deposit link following the Balance on the account you wish to update.

First Mame Lazt Name Grace Bzlzrce FiN #
View Transactions JOHN SMITH 15 $0.00 7344

Make a Deposit
Notification Settings

To setup Motificstion sattings for the patrons in your sccount, click the "Set Up” link nesct to the name of the patron you wish to set up.

First Name Last Mame Grade Option Bzlznce Deposit
SetUp JOHN SMITH 15 None

The following options. sre avsilsble:

+ Automatically receive an email when a pstron’s account drops below 3 specified level
+ Automatically 3dd funds to 3 patron’s account when it drops below a specified level
+ Automatically receive an email with 3 link to 3dd funds to 3 patron’s account when it drops below a specified level

From this screen,you may View TransactionsMake a Depositor SetUp notifications or
automatic payments. Eachof theseoptions will be discussednext.

View Transactions
=g I 0 items, $0.00 View Cart | My Acocount | Logout
Lanch] i Regional $chool District
Cafeteria Account

LunchTime Cafeteria Account Access Listing

The sccount(s) you have sccess to are listed below. Click the View button next to the sccount whoss transactions you would like to view. To deposit monsy,
click the deposit link following the Balance on the account you wish to update.

First Mame Last Name Grade Balance PiN #

View Transactions JOHN SMITH 15 000 7344




Clickon View Transactiongo seethe most recent transactions by this student.

0 items, 50.00 View Cart | My Account | Logout

Lanch] rme Regional School District

Cafeteria Account

Account Transactions

Account: JOHN SMITH
Balance: 315,10

Back To LunchTime Account List

| Exportto Excel | | ExporttoWord |

Dists Diescription Oty Deposit Chargs Bazlznoe
3/12/2013 11:24:40 AM Milk 1o 2065 21210
3/11/2013 11-30:28 AM Milk: 1o $0.65 $19.75
3/4/2013 112608 AM Milk 10 $0.65 2040
1222013 11:23:03 AM $2.75 Lunch 10 $275 $2105
1/16/2012 11:3217 AM 50 Drink 1o $0.50 $22.80
17972013 11:28:25 AM 50 Drink 10 $0.50 $2430
12/4/201211:23:11 AM 100 Snack 10 $1.00 12480
12742012 11:23:11 AM DEPDET $L00 $25.80
127472012 11:20:58 AM 50 Drink 1o 20.50 £24.80
10/26/2012 11-21-34 AM 100 Snack 1o $1.00 $2530
10/26/2012 112134 AM DEPDET £100 £26.30
10725/2012 11-21-25 AM Milk: 10 $0.65 $2530
10/23/2012 112141 AM Milk 1o $0.65 $25.95
1072272012 11-22-53 AM 1.00 Snack 10 $L.00 $26.60
10/22/2012 11-22:53 AM DEPDSIT $1.00 L2760
10/18/2012 11:37:32 AM Milk 10 $0U65 $26.60
10/16/2012 11-2145 AM Milk 1o 2065 a7aE
10/14/2012 11-36:24 AM 'WEE DEPOSIT $20000 $2790
10/12/2012 11-12E7 AM Milk 10 $0.65 £7.20
971472012 11-23:18 AM Milk: 10 $0.65 $8.55
S/12/2012 112127 AM Milk 1o $0.65 920
/1072012 111510 AM Milk: 10 $0.65 $3.85
Bf1/2012 2-03:00 PM OPENING BALANCE $1050 $10.50

Youhavethe option of exporting this datain either Word or Excelformat. Whenyou are
finished reviewing and/or exporting your stuA A T t@@séactions,you canclick Backto
LunchTimeAccountlist which will take you backto the CafeteriaAccountpage.

10



Notification Settings

Motification Settings

To setup Motification settings for the patrons in your account, click the "Set Up” link next to the name of the patron you wish to st up.
First Name Last Mame Grade Ciption Balance Deposit
Sztlp JOHN SMITH 1t Naone

The following options are avsilsble:

*  Automaticalhy receive sn email when a patron’s account drops below 2 specified level

+  Automatically add funds to 3 patron’s sccount when it drops below 3 specified level
+ Automatically receive an email with 3 link to add funds to 3 patron’s account when it drops below 3 specified kevel

Lanch] 1o

Cafeteria Account

Notification Options

Fatron Mame:
John Smith
Motification Option:
@ Email Notification once balance falls below a specified amount.
(2) Email Notification with a link to pay online once balance falls below a specified amount.

(2) Automatic funds transfer with a saved transaction once balance falls below a specified amount.

Balance: (Motification will be processed once the balance falls to this amount or goes below this amount)

10.00

[ Continue ] [ Remave ] [ Cancel ]

Usingthis screen,selectthe balancethat will trigger your notification. Youhavethree
options with the notification.

1 Thefirst option is abasicnotification. Thiswill sendanemail to the email
addressusedto establishthe accountindicating that the student balancehas
fallen below the trigger amount.

1 Thesecondoption will include alink to pay online zthe link will automatically
redirect you to the Make Paymentsection of the PaymentPortal.

1 Thethird option will automatically transfer funds using the savedtransaction
when the trigger amount hasbeenreached.

11



Onceaninitial paymenthasbeenmade (seeMaking a Payment)you may be prompted to
savethe paymentsource. If you electthis option, you will then be ableto usethis payment
sourceto automatically fund the student account.

Note: SavedPayments are NOTsaved by the school. Neither the school nor LunchTime Software will
have accessto the payment source. Savedpayments are savedwith a payment processor who is PCI
compliant and follows industry standard security to protect your identity.

Motification Option:
iZ) Email Motification once balance falls below a specified amount.
Z) Email Notification with a link to pay online once balance falls below a specified amount.

@ automatic funds transfer with a saved transaction once balance falls below a specified amount.

Balance: (Motification will be processed once the balance falls to this amount or goes below this amount)
10.00

Fayment Source To Use:

[=]

Deposit Amount:

Continue ] [ Remave ] [ Cancel ]

The Removebutton will allow you to remove an automatic payment.
The Cancebutton will return you to the ManageCafeteriaAccountpage.

The Continuebutton will establishthe automatic payment. This option will require a
confirmation on the next screento proceed. It will then return you to the ManageCafeteria
Accountpage.

12



Make a Deposit

Make a Deposit
ﬁ Notification Settings

To setup Motification settings for the patrons in your account, click the "Set Up” link next to the name of the patron you wish to st up.
First Name Lazt Mams Grade Ciption Bzlznce Deposit
SetlUp BRIAN SHIELDS 15 MNong

Onthe ManageCafeteriaAccountpage,chooseMake a Deposit

0 items, 30.00 View Cart | My Account | Logout

Lanch] i Regional School District

Cafeteria Account

LunchTime Cafeteria Account Deposit

Patron Name Current Balance Amount To Deposit
JohnSmith $1.16 0.00
. $20.00
JaneSmith 50.21 0.00 .
. - Minimum
SamSmith $0.24 0.00 .
: TotalDebosit

Youwill seethe current balancesfor all your studentsandyou will havethe ability to
deposit specificamountsto eachstudent. Enter the amount you wish to deposit for each
student and click Continue.

13



0 items, 30.00 View Cart | My Account | Logout

LanchT (e Regional School District

Cafeteria Account

Confirm LunchTime Deposit Amounts

First Name Last Mame Deposit Amount

Jacqueline Abbiatici $15.00

Add To Cart | [ Cancel |

SelectAddto Cartto continue or Cancelo return to the previous screen.

3items, $55.00 View Cart | My Account | Logout

Lanch] (e Regional School District

Cafeteria Account

Student Item Mame Item Desc Qty Price Total
Abbiatici, Jacqueline Meal Funds Cafeteria Account i 515.00 £15.00
$15.00

Purchase Now >

Thisis your final opportunity to make changes.Onceyou click PurchaseNow your payment
accountwill be charged.Pleaseclick only once. Multiple clicks could result in multiple
charges. It may take up to two minutes to fully process.

14



Hrst TimePurchase

If this is the first time you haveused SchoolPaymentPortalyou will be prompted to adda
paymentsource. Your schoolmay acceptpaymentby Checking/Savingsaccountand/or by
major credit card. Specificfeesfor eachmethod are detailed.

1items, $20.00 View Cart | My Account | Logout

Lanch] (o Regional School District

Cafeteria Account

Payment Method

2. Payment Method

Complete Payment With a New Payment Source

& ' Checking/Savings Account

ﬂ @ CreditDebit Card

Credit/Debit Card: The following cards are accepted:

Onceyou chooseyour paymentsourceyou will be directed to the next pagefor additional
accountinformation. Youwill alsohavethe option to savethis information for future use.
Again,savedinformation is securedby PClcompliant paymentprocessors. Youwill be able
to modify and/or delete yourpaymentsourceby goingto SavedPaymentSources

15



LanchT inle ]

1items, $20.00 View Cart | My Account | Logout

Regional School District

Cafeteria Account

Payment Information

Bank Account Information
Billing Address

First Mame*

3. Payment Information

Last Mame*

Address Line 1%

Address Line 2

City*

State®

Zip/Postal Code*

| Pennsylvania

Phone Mumber (=.g. 8885551234)

[Csave Fayment Source for Future Use

Enter the required billing information andclick Continue Clickonthe checkboxby Save
PaymentSourcefor Future Useif you plan to usethis method againor if you haveautomatic

notifications set.

16



1items, $20.00 View Cart | My Account | Logout

Lanch] v Regional School District

Cafeteria Account

Payment Information

3. Payment Information

Bank Account Information

Name on Account*

Jobm Jones 0259

Routing Number* Date:

Pay to the g
ardr of: S

A Doltars
Account Number*

| |

checking E] \
. 9 digit Account Check
Entity Type Routing Number Number
personal [ ] Number  (1-17 digits) (do not Include)

Shopping Cart Total:
$20.00

S rRes Somerdale Park SchodV/ill NOt chargea Convenience Fee.

Total Purchase:
$21.00

] By checking this box, | hereby authorize $21.00 to

ﬁ be drawn from my checking/savings account.
Submit Payment

Enter the required information for Checking/Savingsaccountuse (above or for Credit
Carduse(below). Carefullyreview the information onthe ShoppingCartTotal, Convenience
Feesand Total Purchase Onceyou have confirmed your transaction, click in the box By
checkingthis box, | herebyauthorize$XX.XXo be drawn from my checking/savingaccount
(or authorizemy credit cardto be charged)andfinally click SubmitPayment

17



Regional School District

Somerdale Park SchodVill Not chargea Convenience Fee.

2

Confirmation

Youwill receiveaconfirmation of your payment. Youshould alsoreceive an email
confirmation at the email addressassociatedwith the paymentaccount. It is recommended
that you print and saveyour receipt.

18


















